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“The purpose of_the Center SE& e to co]]ect and d1ssem1nate ,
statistics and .other data related ///ducat1on in the United States
and in other nations. The .Center shall . . . collect, &ollate, and,

‘from time to time, repor+ full and/complete statistics on the cond1-

tions of education in the United States, conduct and pub11sh reports

“on¢specialized ana]yses uf the mean1ng and significance of such

statistics; . . . and review and report on education activities in
fore1gn countries. "-»Sect1on ﬁos(b of the ‘General Education Pro-
visions Act as amended ( 0 Uis.c. 1221e-1).
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~-This report is made pursuant to Contract No, 3Q0-77-0404. . The amount

charged to the Departrent of Health, Educat{pn, and Ne]fare for the
work resu1t1ng in this report (lnc1us1ve of the d@mounts so chasged
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The names of the’persons, ‘employed or retained by ths contractor,
with responsibility for. such work or for the content of the report,

_are as follows: Denriis P. Jiics. ¥aryann Kev1n Brown, Anita L McHugh,

. Scott Gas%]er, Mary Haense]man, and Ellen Romi‘g.
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.4 o CHPTERT
~ © . = INTRODUCTION L

A PURPOSE OF THE HANDBOOK ~ * . .
The)Handbook of Standard Termlnology for Reporting. and Record1ng

Informat.on about Libraries out11nes the types of 1nformat1on usefu1 for

commun1cat1ng data about 11brary resources and Tibrary programs The_xij
‘Handbook 1s fntendedofor managers and duta co]lectors in a]]lcecfors and
at al 1 levels of 'the 11brary commun1ty The structurt of 1n¥grmat1on and .
re]ated term1n010gy are 1ntended to provide a- sound basis for management |
and p]ann1ng, to enhance 1nformat1on exchange, and to fac111tate report1ng
* to external agenc1es and organ1zat1ons Th1s Handbook provxdes 11brary
managers, boards of trustees, and other 11brary dec1s1onmakers w1th gu1d-
'ance in 1dent1fy1ng items of 1nformat1on from wh1ch tb obtain factual and

-~

- comparative data for deve]op1ng policic., and dec1s1ons, for commun1cat1ons :

\,'
with® const1tuenc1es, 1eg1s]at1ve bod1es, and govern1ng organizations; and
for fu1f1]11ng information requests of externa] agenc1es ‘Ideally, the

.items and use of data elements defined in th1s Handbook will< enhance the

cqmparabi]ity and compatibiljty of data co]jected for a var1ety of reasons
and hy a variety of organizatidns; and will reduce duplication and response !'
’ 'burden assdciated with these diverse data-co]]ectidn.acttvit§es. In this“'
context, it is hoped that the~terminology and data definitions-included————
1n this Haridbook.will evolve into a standard 1anguage for inter-" and intra-
0rgan1zat1ona1 commun1cat1ons. '
A pr1mary purpose of the structure outlined in th1s Handbook 1s‘to

prov1de an 1nrormat1on foundat1on upon which to base dec1s1ons on comp]ex

1nterna1 quest1ons and which allows Fibrary managers to be respon51ve to ,
. N $
1y
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“the 1nformat1on needs of the1r const1tuents "dnd- parent organ1zat1ons
Fundamental to the need data by 11brary adm1n1strators 1s the ob]1—
gat1on to-rake well- 1nformed management ‘dz cws1ons. ~-Such dec1sonmak1ng

AT onS1b1l1t1es requnre data forx .ann1ng and evaluat1on {of programs

t

o a e
- an 3o]1c1es) public re]at1ons and promot1on, resource ucou1s1t1on and BT

e

d1str1but1on, budget1ng, and accountab111ty - '”-*ﬂ' o ‘f.
. ; e A common d1ff1cu1ty 1n the 1nterpretat1on of 1nformat1on i§, the
,i : absente of a relative standard by wh1ch to assess the 11brary s ooerat1onsaf;=_
o and resources - The 11brary, 11ke.most nonprof1t organ1zat1ons, does not N
have an overa]l measure of its suocess (such as prof1t) by wh1ch to eva]- :
uate 1tse1f Instead, the 11brary must depend upon comparat1ve data by, .
wh1ch to re]ate its act1v1ty w1th its own histaorical performance, or that

3 o

of counterparts in other settings. In th1s ‘context., then, the capab111ty

,,x

s

to commun1cate and compare the 11brary S operat1ons and resources is c]ose]y

'

i a11gned to the deve]opment of manager1a1 gu1de11nes In order to 1mp1ement

thé necessary exchange of information among 11brar1es, severa] actions

»

the 11brary has to be- emp]oyed and a standard methodo]ogy by wh1ch to
co]]ect and comb1ne the data must be effected The Handbook presents a _‘.
‘“‘*‘gu1de t0<the-types of 1nformat1on “that are. 1mportant 1n descr1b.ng the

11brary and that are fundamenta] to the compar1son of operat1ons and re-

4

sources among libraries. Thus, a secondary purpose of the Handbook is to _

prov1de the bas1s for trans]at1ng data from internal svstems to externa]
) X
commun1cat1ons mechan1sms : -

. ’ .
. . * -

- e
" .
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A tert1ary data concern is the nature of external report1ng requ1re—

PR '
s

T menf§/p]aced upon the ]1bﬁ§ry by government agenc1es, profess1ona1 organ1- //,/7
J _

71.;: za;1ons,»and others. The’ 11brary communfty has 1tse1f supported many.- datac -

o, e

4

co]1ect1on endeavors 1n order, go determ1ne operat1ng costs, 1nterl1brary

>

: 1oan traff1c photocopy1ng levels, and add1t1ona] 1nformat1on about the,
“_f; OpErat1ons and resources of 11brar1es The d1verse purposes of these

Lo, efforts have often led to the use ‘of vary1ng data categor1es and conf11ct-
3 1ng def1n1t1ons Tms 1ark of standard1zat1on as we]] as the un1que naturé

of such surveys nave prevented compar1son of the re§u1tfng 1nformat1on

of equal® concern has been the burden placed on 11brar1es to coﬂ]ecL data o .

S

- which often do not. conform to the types of data co11ected 1nterna1]y
Idea11y, these d1verse survey efforts would be baséd’upon standard1zed

\
. term1no]ogy and uata sets s1m’1ar to thbse of 1nterna1 library data systems -
-

The benef1ts of standard1zat1on among these diverse- survey efforts include |

A

the enhanced capab1]1ty to compare and combine data from mu]t*p]e survey‘ :t -
1nstruments the reduct1on of résponse burden by the use of standard ter—

m1no]ogy and data categor1es,-and~the.avo1dance —of-redundant—datg- *oﬂ]ec—"

K t1on by var1ous organ1zat10ns *The Handbook is 1ntended to foster a cpmmon o

[y

yanguage wh1ch cou]d acc0mn11sh these obJect1ves

A sgng]e overv1ew of m§nagement 1nfcrmat1on and standard term1no]ogy

< -

is 1nsuff1c1ent to address each of the day-to day 1nformat1gn needs of-

the 1ibrary adminiStrator and po]1cymaker- Instead the Handbook prov1des

a basis for 1dent1fy1ng the types of 1nformat1on common]y usefu] to man—

agement and to governmehta] and\profess1ona1 organ1zat1ons, and formu]ates
’ ; a-framework to ass1s§jhn the 1nterpretat1on of this 1nformat1on

. " . . te . N
\‘ o ‘ ' 4 ef/(‘& 7 . o I -
B e

f g ¥ . -
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s B. JSCOPE‘OF'THElﬂANDBOOK_ W 4 Lt &
| .P‘rém%ﬁe of thecHar’i‘dbook U L

[v)
o

o The scope of this Handbook 1s 1ntended to encompass bas1c management
\y /. ’ . / a h P
. ' 1nformat1on n;eds in. academ1c, public," schoo], and spef1a1 11brary commun1-

i

txes An under]y1ng prem1se of the Handbook is that%all types of 11bFar1es

-

( have a common set of funct1ons, purposes, and resources wh1ch outwetgh,the

_n

d1Tferences in, sett1ng, s1ze or organ1zat1ona] goals. The data base is

: “i: bui]t upon th1s common set of descr1ptors, while agcommodat1ng and pro—
V1d1ng those descr1ptors un1que to .each typé-of 11br%ry \ . - x
. a~ N
”‘ : Severa1wd1ff|cu1t1es in genera]1ty, however, should be! underscored

x

There 1a no typ1ca1 11brary, and thus no typ1ca1 data set appropr1ate teo
\

;¢he-Tnd1v1dua1 11brary Un1que goals and obJect1ves of the 1nd1v1dua]
1rbrary preclude d1ctat1ng the types of\data nec ssary to dec1s1onmak1ng

" in that sett1ng For this reason, 1t ‘s art1c1p ted d“‘ ﬂncauraged that

the 1nd1v*dUa1 11brary adopt1ng measures of resources. ard programs from

_,wssth1s Handbook.waJJ—@eqect~e1ements—frol he Oat1 set whi€h meet the needs
A - o

of. the 11brary and 1ts ENVIFONS. The 1i brary adm'n1strator shou d be sea-

-~

s1t1ve to the requ1s1te ref1nements necessary to eff1c1ent]y meet 1oca1

management 1nformat1on requ1rements This se]eot1v1ty should be based on .

o
- ~
w

othe pragmat1c and perce1ved nee/§~for 1nformat1on in p]ann1ng, management,

accountab1]1ty, prob]emso]v1ng, and buaget Just1f1cat1on. F1na11y, the

°

fo]]ow1ng data set prov1des a basis fur 1nformed dec1s1onmak1ng, 1t does

-~

not d1ctate the dec1s1on. ‘As withnany management 1nformation system,
-~ interpretation of the resulting data and potential uses.of the da:a set -
arela matter“of individha] perogative. N = T * RN -

A
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Nature of the Data 1nc1uded in the Handbook
( * - »

S

In seTect1ng ‘data items for 1nc1us1on in. th1s Handbook an attempt
has been made to 1dent1fy those data that are requ1red for report1ng to

“at least, the, Federal government as we11“as thfse data requ1red t6 prov1de
|
l -

‘ at’ 1east a m1n1ma1 data set for 1nterna1/ma//gement purposes.- Cgﬁs1dera-
Lo - .
S

t1on was a]so g1ven to the data—co]]ect1on burden 1nherent in the data
e]ements 1dent1f1ed within the Handbook

Th1541atter concern 1s somewhat.

d1m1n1shed by the grow1ng ava11ab111ty of management 1nformat1onjby products
Y
; Jprov1ded by 11brary automation.

However, the 11brary{3dm1n1strator is 'f' -
cadt1oned to exercTse a h1gh degree of d1scr1m1nation in 1dent1fy"nq those

=

data sets usefu] to management and accountab111ty requ1rements of the
. .l\' 'u\, .

" librarys Lo LN S .
‘ The maJor1ty of data“categor1es and measures cluded in th1s Hand—
book is 1ntended for rout1ne recordkeep1ng and mon&tor1ng systems Others,
however are conduo1ve to speolal surveys

Ir add1 jion, the 11brary man-
ager may a]so requ1re supp]ementa] ?nformat1on to determine spec1f1c prob-

Tem areas activity analysis, and‘work measurement wh ch are not addressed
by th1s Handbook N ]

../ E e .’,
; \

Severa] 1evels of, deta11 in the data dre presented in thrs document.

3

hese vary1ng 1evels are ava11aple to meet the needs" of both the 1arge

~and sma11 ]1brary, and to acc mmodate the soph1 t1cated data system as
\
we]] as the s1mp1e data- system

S1m11ar1y, the Tevels of deta11 prov1de
<0 \
1evels of aggregat1on su1tab1e for’ nat1ona1 and =tate~1eve! needs wzthout

destroy1ng theu1ntegr1ty or,ya11d1ty of reported data

Bas1c Def1n1t1ons P '

-.\

. ~ '
' a

- . . - ’ [ \

ny v -

P
, 2
:’-
a

' R
‘Ih order €0 fu]ly understand fhe scope of, the Handbook, 1+ 1s usefu]

\
-zt -t )
Q

. . B -po\
L. M - . — . N )
vaKvn

.
\
. \
T
- .

- 11 RN

to ass1gn some bas1c def1n1t1ons to the concept‘of a- library an d he types-
L\ - . “
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~/se1f determ1nat1on by the 11brary in descr1b1ng 1tse1f however,h

’ / ’ ) e : v ' N v -
. S . : . o . S i
: . : o L0 e -
| : e : N o ) . Tl I
. ! . k . o . L

0

of 11brar1es addressed by the Handbook ‘AL 1brary 1s def1ned as any un1t
meet1ng the fol]ow1ng qua11f1cat1ons (1) it ma1nta1ns and contro\s‘an
’ ’ E
: organ1zed col]ect1on of pr1nted mater1a1s, other gvaph1c mater1a1 ' /orr,

¢ -
’

nonpr1nt medla (2) 1t prov1des a. regu]ar staff1ng 1eve1 1n wh1ch the

pr1mary funct1on of this’ staff31s to prov1de mater1a $, fac111tate the use
/

of the co11ect1on, and de11ver 1nformat1on serv1ces to meet the 1nfbrma—=
‘ Y / - / “

t1ora1 educat1ona1, or recreat1ona1oneeds of 1ts c11ente1e and (3) 1t

_/

' ma1nta1ns an estab11shed recurrent scheduTe 1n wh1ch serv1ces of the staff

-

are ava11ab-e to the unrt s c11ente1e/f Those orqan1zat1ons serv1ng dual -

“roles as agenc1es and as 11brar1es,/such as nat1ona1 11brar1es ‘and sta*e
AN

°

Jf /
11;rary agenc1es, shou]d,cons1der th1s Handbook to the extent that such

\ \

. agenc1es serve as 11brardes Agency funct1o“s such as- grants and contracts '

! /
adm1n1strat1on, consu1t1ng,/anc governance of other 11brar1es are not
/ .
' cons1dered in this Handbook ' _“ _ o ' : )
N / . ‘ N .

Types of. 11brar1és-—academ1c, pub11c schco], and spec)/a1—-arn 1arge1y

def1ned by m1ss1on’/?nst1tut1ona1 setting, and target popu]atﬁons | In .

some cases (for examp]e, spec1al 11brar1es scrv1ng academ1c 1nst1tut1ons§,

]

c1ass1f1cat1on 1s d1ff1cu1ta For some purposes, it s usefu] to descr1be e

! 1

hese mu1t1 type 11brar‘es in one manner, and for other purposes, it is

_ equa]]y usefui £0 group these 11Erar1es 1n another category "This flexi--
b111ty is necessary to a]]ow for diverse compar1sons, and to- al]ow for .

N
d1ffer1ng strat1f1cat1on This approach recommends a certa1n moéht of \

I

/ mu1t1-type 11brar1es shou!d be aware that for report1ng purposes, \:

|m1nat1on shou]d be based on rhe requestor s needs, and such. 11brar1es

' shou]d report accorw1ng1y Thus, for example, while a spec1a1 11brary
’ /

serv1ng an academ1c ~institution may cons1der 1tse1f a spec1a1 11brary, it .

Kl
\J

Ty
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1 1s encouraged that such 11brar1es report as part of the academ1c 11brary
1n the NCES H*gher Educat1on Generaﬂ Informat1on Survey The fo]TOW1ng

def*nxt!ons shou]d be viewed in light of these constra1n+s and f]ex1b11-

ities.

. An academ1c ]1orary or ]1qrary serv1ng a postsecondary educat1ona]

h igstltut1cn is considered to be a tibrary Form1ng an 1ntegra1 part of a
:col1ege, unzvers1ty, or other academic 1nst1tJ+1on for postsecondary
‘educa*fon, organized and adm1n1stered to meet the neeas of studenfs and
‘faculty of ‘the institution or of a port1on of that institution.

A public library is defined as: a library that serves all residents of

" a given community, district, or reg1on, and rece1ves 1t° f1nanc1a] support,
in who]e or part from- pub]1c funds. Public ]1brar1es make the1r bas1c

.Aco11ect1ons and bas1c services ava11ab1e to the pr1mary popu]at1on served
w1thout a?d1t1ona] charges to individual users. ‘Products and services
above the library's asic services may or may not be prov1ded to the pub-
lic on a cost- recovery or fee bas1s Ind1v1dua]»charges may be assessed~

’frOm library users outs1de the primary target popu]ataon of the 11brary.
In add1t1onatp¢the‘tax-supported municipal, county, and reg1ona] pub!1c
¢1ibrarfes;.this defihition includes privately- and Federatly;controlled
}ibraries which render, without charge, geneval 1ibrary'services'lo the -
community. ‘

A school libravy or school media center is defined as a ]ibrary which,

- as part of its pr1mary m1ss1on, supports the curr1cu1a needs of, and pro-
Vvides its co]]ect1on ‘related equ1pment ‘and the serv1ces of a staff to,
students, teachers, and aff1]]ated staff of an«e1ementary, ‘secondary, or

. H h -
combined school.. o . . SN

) oo S

1y
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; A speCial 1ibrar1_is conSidered to be a 1ibrary in a bUSiness firm,

] ‘,ﬂ

profeSSional group or assoc1ation, government agency, or other organized

: group, and which\does not meet the criteria for an academic, public, or
school library; or a 1ibrary which is maintained by a parent organization
to serve a speCiaiized clientele, This category includes independent »

« spec1a1 1ibraries and special libraries serving postsecondary educational
‘institutions, corporate organizations;‘federal, state, and local agencies,
_and other groups | ‘

' : Traditionally, the Federal 1ibrary community has been Viewed as a -~
~unique 1ibrary type reqUiring a spec1a1 subset of data applicable to these.
-Tibraries. In: truth, the Federal library community is a microcosm of the
1ibrary community in general That is., Federal libraries include special,
'vsthooi public ar.d academic 1ibraries The only distinguishing factors V
are sources of funding,ltype of controi, categories of personnel, procedura]
differences, and the unique responSibilities of national 1ibraries These
assumptions apout the majority of Federal libraries have led to the incor-
poration of Federa] 1ibraries as subtypes of the major 1ibrary categories
defined above Thus, Federal” 1ibraries are not conSidered separateiy from
_ other types of 1ibrary in this Handbook .

Similarly, state 1ibraries have not been addressed separate]y from ~

other specia] libraries in this Handbook . A state library is defined as

a 1ibrary maintained by state funds, which preserves the state records and
4prov1des books for use of state offiCials, books relating to the history
of the state, books published by authors 1iv1ng in the state, and/or news-

papers pub]ished in the state In many states, N state library may proVide

.. a collection to- meet. any resident s needs for books and information A.

state 1ibrary is distinguished from a state library agency, which is a

14
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state organ1zat1on ex1st1ng to extend and 1mprove library services in -the’
state. L .

The reader shou]d note that both the special library and school iibrary
oomponents of th1= Handbook are recent deve]opments The data sets and
descriptions relevant to these two library sectors should be cons1dered

evolutionary’ requiring extensive review and interpretation by the libravy

community itself.

Areas of Necessary Future Research and Development -

The Handbook represents two years of effort in developing an infor-
mation hase to address library management information, to facilitate in;
formation exchange among libraries, and to form a-basis for reporting to
external agencies and organizations however, continued efforts in fur-
thering. the concepts and evo]v1ng measures of library service are required.
These cons1derat1ons are prov1ded to the reader in an attempt to raise the
~awareness of the 1imitations of the Handbook and of the need for continued

adaptat1on of the concepts and structure wh1ch are presented _ I
'Ambng the most basic areas to-further be explored are: 1mp1ementat1on,
testing of school and‘special 1ihrary components ;_the measurement of re-.
‘source sharing and networking; the agency roles of state aiid nationa]
1ibraries; and the development of adequate performance and outcome heasures
of 1ih(ary seryices. - | “ o
in order toﬁmeet the objectives of the Handbook, implementation of
the ooncepts, terminolong and definittons at all levels is required.
However, 1mp1ementation assumes'donsiderable activity beyond simple intro-

ductidn o% the Handbook. -Beécause of the broad audjence of the Handbook ,

it is necessary’to tailor these products to meet the specific requirements
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of any single setting or purpose. .Thus, imp]ementation-requiresaefforts\
on the part of the library community to evaluate and adapt the products.

Further, this diversity under11nes the need to 1dent1fy spec1f1c

1nterest groups w1th1n the library conmun1ty--e g., school 11brar1es, h

'corporate 11brar1es, med1ca1 11brar1es, large research 11brar1es--and to

h1gh11ght the app11ca+1ons of the Handbook as well as to ta1lor the con- -

vcepts to these sett1ngs This w111 require testing the Handbook in these

sett1ngs and adapt1ng many of the concepts to meet the needs of these
sett1ngs. T
" The measuremeht and inclusion of resource sharing,-coaperative.acti-

v1t1es, and network1n9 (as these affectllibraries) are of partfcu]ar im=-

“portance. Percept1ons of access and ava11ab111ty of 1nfornat1on resources
. have been cha]lenged by new technolog1es and network1ng. These innovations
need to be accommodated with new measures. During the development of this

" Handbock, efforts in the'measUrement of network servicesand resource

access were being conducted on behalf of the National Center for 7u-ation

Statistics‘by.Va1UéLEngineering, Incorporated. It is hoped that their

‘ findings and recommendations, upon availability, will be incorporated into

a 1ater version of this Handbook

AR

S1m11ar1y, the concepts of the Handbook and the related term1nology
requ1re further expans1on to accommodate the agency ro]es performed by
many libraries. Th1s 1nc1udes not only national and state 11brar1es, but
also system 1ibraries and networks. Of equal concern are the funct1ons

assumed by systems or network headquarters which were once’ assumed by the

individual 1ibrary For example, accounting for centra]1zed-acqu1s1t;bns, LA

rotat1ng collections, and systemw1de consu]tants is d1ff1cu1t - Until

these 1ssues of’cooperat1ve serv1ces have been reso]ved, it is necessary

16
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to understand the potent1a] ‘for inconsistency in reporting and record1ng

1nformat10n about such’ functions.! To the extent possible, those libraries
; ‘

part1c1pat1ng in, or qpnduct1ng cooperative endeavors, should maintain,

T . . . e e
9ons1steney”]n reporting information. In the future, it is hoped that

,H'i me‘thodologies will be developed to standardize the reporting of data about

cooperation.
Finally, while the Handbook provides limited measurement of perfor-
mance and outcome of ]ibrary services, there is still significant need for

further deve]opment of these concepts and the1r relevant feasures. The

| library manager requires measures of the success of the 11brary and of the

impact (results) of library service upon the constituency and re]at1we to
the mission. of the library. It is, therefore, still necessary to continue-

efforts which are supportive of the administrator's responsibility to

impraye’the 1ibhary's performance, and to the extent possib]e,.to”enhance

u\the imbact,of library services.

.

.

C. METHODOLOGY AND DEVELOPMENTAL PROCESSES:
Background

The structure and tenminology preéented in this Handbook are the
resu]ts of an evolutionary phocess built upon developments within the
]ibrary cOmmunity itself, as we]]laé concurrent deve]opment; in education,-

pub11c adm1n1strat1on, and elsewhere. Severa] 11brary-re1ated endeavors

“thch contr1buted s1gn1f1cant]y to this Handbook need to be emphas1zed

The/Amer1can L1brary Association (ALA) L1brary Statistics: A Handbook of

Concepts, Def1n1t1ons, and Term1nologx,(]966) the work of Robert Frase and
]
me bers of the ALA and other profess1ona] organ1zat1ons statistics com-

._m1;tees in the rev1s1on of the ALA Handbook; the Amer1can National Stan-

1

_dérds“Inst1tute (ANSI) Z39.7 subcomm1ttee on the revision to the 1968 ANSI

i _. : “17‘{
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Z39.7lstandard on ?ibrary statistics; the research and developmental work
'of Vernon E. Palmour,. F. W. Lanoaster, El1len Altman, Ernest De Prospo,

'Paul Kantor, ‘and others in the f181d of measurement of 1ibrary serv1ces,-

R the findings of Giyn Evans, Mary Bielby, Duane webster, .and Je‘frey Gardner

-in\co]]ection assessment, the many efforts invested in the National Center

.'for Education Stat15t1CS Library General Information Survey, international

~ and national standards of 1ib"cr, statistics, the library management data
base development of the National Lenter for Higher Education Management

| SySiems {NCHEMS); and many other progressive studiés and groducts through-
out the 1ibrary community It is anticipated that this evo]utionary pro-

cess will continue to enhance library management.

L ' o~ - - /;

Advisory Mechanisms Enoioyed in the Handbook Development 5

\\MThree formal rev1ew\groups were established for the deve]opment of

N

the Handbook. Each group represeated a significantly different perspec-

tive, ihcluding the management information needs of the special |1brary

community, dAnformation requirements of Federal agencies and organizations,

and the information nesds of schoo], special, academic state, -and pub]ic
1ibraries This Handbook represents the contributions of representatives

from the National Center for Education Statistics, the National CommisSion

for Libraries and Infornation Sciences, the Office of Libraries and Learn- '

ing Resources, the Spec1a1 Libraries Assoc1ation, the Public Library, Asso-
| ciation; the American Association of Schoo]VLibrariansz‘the,Assoc1ation

of Coileges and Research Libraries; the Chief Officers of State Library
Agencies; the statistics'committees or‘coordinators of the Medical Li-
_braries Association, the Americgn Association ofﬁLam Libraries,-the'Speciai
Librarlts Assoc1ation and the American Library Assoc1ation, the Mational

‘Agricul ura] Library; the. National Library of Medic1ne, -the Library of -

N\

N
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. Congress; the'Federal Library Committee; the Library Management Division
;’t.
of the Special Libraries Association the Department of Commerce, and the

\ Department of the‘Army Representatives»are\}isted in the acknow]edgments
. to . this Handbook - S oo | :, ' ' ’ :f : cf

N

The forerunner to this Handbook--the Library Statistical. Data Base

deve’oped by the Nationa] Center for, Higher Education Management Systems-- *tha
focu%ed upon:management issues in:academ\c and public 1ibraries.a’During e
this earlier development, the advisory,groep represented thebAssociation,w
" of State Library Agencies, the Association\of Research Libraries Office '
of Management Studies, the Public Library Assoc1ation the Stat1at1CS
' Coordinating Conmittee of the American Library Assoc1ation (ALA), the ALA lf_
.Office of Research, the National Center for Education Statistics, and the
Western Council of State Library Agencies. Members of this advisory group o
»haye continued in an advisory capacity to thehHandbook project. These
'persons gre aiso listed in the acknow]edgments. . : S ’73%
In -additien to the formal adyisory mechaniSms.outlined above, a num-
ber of informal channe]s of communications were estab]ished throughout the
deve]opment These informa] liaisons include representatives of pub]ishing
" interests, edia producers, members of the statistics Fommittees of the
pﬂiAmerican Library Association Medica] Libraries Association, Spec1a1 Li-'
braries Association and American Association of Law Libraries, interViews -
“T - .w1th the staffs of the Office of Libraries and Learning Resources and the
| Nhite House Conference on Libraries and Information Sc1ences P]ad ing
I_Office; and other persons interested in the deve]opment. To the xtent
‘possible, field review copies were issued to persons working the f e]d'of
- library research,'statisti s, and other related subjects. Whiie'ideally' .
- the entire 1ibrary community would have the'opportunity-to examine, com-

ment,. and evaluate the Handbook in advance of publication,-time and cost AN

1y

=
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constraints'prOhibit such an approach. . Instead, it is hoped that the -
11brary'¢ommunity wi]] continue to improve the concepts and detail of

th1s Handbook over t1me

- e
- A \f

\

-]g Evaluat1on of the Structure and Terminology

AN

The contents'of this Handbook have been formai]y tested 1n the aca-
& _dem1c ]1brary commun1ty, and informally tested in ‘the pub11c 11braty com-

‘munity. In order to demonstrate and eva]uate the data. base structure the

system of 1nformat1on was. tested 1n f1ve Pennsy]van1a State Co]]eges--East |
Stroudsburg State Co]1ege. Indsana Un1vers1ty of Pennsy]van1a, Lock Haven
- ‘State College, Mansf1e1d State College, and Sh1ppensburo State Co]]ege o
The primary purposes of this p1lot test were to determ1ne the feas1b111tj q
nd ut111ty of data collection recommended by the Handbook, the- 1e“n: of

50ph1st1cat1on ex1st1ng in current data systems the degree of ozxr1cufcy
AR
~in 1ntroo!c1ng the structure and term1no]ogy.1nto ex1st1ng data cysrems,

“ and the areas of the 1nformat1on structureyrecommended ,n_the Handbook

wh1ch requ1red further 1mprovement This'test was conducted in ronjunction

S
-

with the deve]opment of a management data base perf)rmed b, the, Natlona‘
Cenfer for ngher Educatlon Mara gement Systems (NCHEMS) Full documenta- )
tion of th15 test is ava1lab1e from NCHEMS or from the Educat1ona1 Resources

Informat1on Ciear1nghtlse (ERIC) and is ent1tTed P110t Test and Demonstra-

tion of the L1brary Statistical Data Base (NCHEMS, 1977). The genera]

; finding of the d1lot test was that the structure and term1no]ogy repre- ,
sented a valuable and necessary management tool for ]1brary dec1s1onmak1n§
The pub1ic library component was tested in conJunct1on with the 1den-'
t1f1cat1on of state- 1eve{ 1nformat1on needs The Colorado State Library . ,-Q
and the Co]orado Pupc1c Library Gu1de11nes Comm1ttee (represent1ng system /

[N

11brar1es, rural 11brar1es, metropo]1tan 11brar1es, and s0 forth) ass1sted
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inzﬁhe review of the structure and termino]oéy employed within this Hand-

book. barge]y, the ‘focus of this examination was upon the Colorado Survey

of Public L1brar1es conducted by the state 11brary agency The survey

¥
serves a number of ro]es. a commun1cat ans mechan1sm between pub11c 11-

braries and theistate L1brary‘A§ency, a ref]ect1on of 1evels of serv1ce
throughout the state, a suggest1ve mechan1sm emp]oyed Dj state 11brar1es

}nd1cat1ng sarvices or resources that a 11brary should cons1der i its

\

(development, a fund1ng and expend1ture gu1de to pub11c 11brary service

1EVels in order to 1nd1cate what (1f any) 1ntervent1on the state .1brary
. S

shou d be taking, and a basis for- p]ann1ng programs to enhance 11brary
_service 1n the state The aud1ence of the state survey are members of

) /

the state ]1brary and the pub]1t .1brary ccmmun1t1es For th1s-reason,A‘

o

© it was 1mportant to we1gr equa]]y the pfrce1ved 1nformat1on needs of both
| {commun1f1es ) f’ ' “ |
| Both state 11brary personnel and public 11brary pe*"ﬂnnel evaluated
a draft of a proposed survey-1nstrument deve]oped in conJunct10n w1th the
‘Handbook and which is based upon the categor1es and def1n1t1ons represented- -
E'herein:G-These data mere eualgated on|the basis of‘the‘uaTueldf the infor-
mation, the difficulty in obtaining the data required"the cost of such
fdata co]]ectlgn, and the current ava11ab111ty of . these data As a result,
‘ many of the categories and re]ated def1n1t1ons were mod1f1ed to accommo-
date the f1nd1ngs of th1s test ’ |

. ‘A review of the forerunner pub11cat1on-—L|brary Stat1st1ca] Data

Base Formats and Def1n1t1ons—-prov1ded by the Amer1can L1brary Assoc1a-

\

-t1on Reference Stat1st1cs Comm1t+ee, ev1denced that categor1es of refer—

ence transact1on or1g1na11y emp]oyed m1ght be 1nappropr1ate to the

measurement of 1nformat1on services. In order to 1dcnt1fy more c]ear]y

oo
-"n-. . -

,'/-.: . ) R
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"and'to“rectffy any flaws in the depiction of information/services mem ers o,

'of th1s commi ttee (represent1ng public, academ1c, and state Tibraries)

vo]untar11y tested the PEer:“CE ‘component preSent]y 1ncorporated 1nto

the Handbook and made recommendgt1ons for its 1mprovement The duration o

of the test was a one ‘week per1od 3t the conven1ence of the part1c1pat1ng ///
-11brary, from this t st, severa] rev1s1ons qhd ref1nements to the term1-

/

/
no]bgy, def: n1t1ons, and structure of the reference component were made.

A

A]though the structure of information has now thus been tested for-

<~

ma]]y-w1th1n the academ1c 11brary community and 1nforma11y within the :
pub11c i1brary commun1ty, further test1ng 1s recomf ended prior to 1mp1e— .

7mentat10n and adopt1on of’ the system in all settlngs The schoo] and o

..SPEC1a1 Tibrary components were, “°t tested fOTmally dur1ng the course, of 2

the Handbook development.. .However, the tPrm1no]ogy and structure were
genera]]y rev1ewed w1th1n the’ 1?brary commun1ty, and are believed to be

useful in school anduspec1aj 11brary_sett1ngs.

.Survey of L1brary Data Co]]ect1on Endeavors

v As a part of ‘the Handbook deve]opment, current “data: co11ect1on efforts
JL . were surveyed. This 1nc1uded data co]]ect1on efforts conducted by state-
- level agencies, p: ofess1ona1 assoc1at1ons ‘Federal agenc1es' and other

rganizatfons The 1ntent of this survey ‘'was to update the Inventggy of .

L1brary Stat1st1cs Pract1ces (1972) prepared by Herner and Company for |

the Nat1ona1 Center for Educat1on Stat1st1cs The purposes of th1s update
were to 1so]ate common data requirements’ of agehcies; to examine the 1evels,
of . aggregat1on appr0pr1ate to state and Federal Tevel 1nformat1on needs,
‘1i and to determine the potent1a1 for compat1b111ty between these var1ous
T 1evels ‘of data- co]]ect1on Idea]]y; 1t is hoped that the Handbook w111 TT;'

'serve as a framework 1nto whqch these d1ve-se data requ1rements can be

-
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fo]dea The surve:y of 176 agencies and‘idrganiwiation's indieated that the

- IpveI of data coIIected the Mquality" of the resu1t1ng 1nformat10n and

- the evcntuaI uses of these data varled s1gn1f1cant1y CoIlect1on ~esqurces,v

persorveI, and expend1tures were common to, the - maJor1ty of furveys “How-_
\ 1

ever, descr1ptors 'of theft var1ed w1de1y from extens1ver- to m1n1ma11y-
:deta11edfcategor1es. Many of.the data_coIIect1on,efforts-are-mov1ng T

itowards_mgde]s set by the National Center'forﬂEduCation Statistics.

>

' D. OUTLINE OF THE HANDBOOK

)-

The 1ntended uses of this Handbook are d1scussed in Chapter IT. That

chdpter outI1nes the ro]es of the I1brary manager, of 1nformat1on exchanae,
and of externaI report1ng requ1rements in def1n1ng thertypes of data and
the conceptuaI framework .presented in the Handbook Fundamenta] to the
.types of data d1scussed in the Handbook is the structure of 1nformat1on
',descr1bed in Chapters III and Ive Th1%.structure frames the categor1es of
‘1nformat1on and outlines the types of measures usceful 1n J1brary manage-
ment, Th1s conceptua] frameworkﬂpresents a gu1de fo evaIuat1ng serv;ces,
‘“’:programs, and resources’, and_ outI1nes the reIat1onsh1ps.of these to the '

E outcomes of the I1brary Chapter III further prov1des gu1dance to. the ) =
types of measures (data comb1nat1ons) usefu] 1n management, planning, .
1fpo]1cymak1ng, and evaluation. The cIass1f1cat1on deta11ed in Chapter 1V

1s 1ntended to\prov1de substance to the structure Chapter V out11nes the

-genera] ‘principies of: data: coIIect1on prov1ded by the Amer1can Nat]onaI

~V

Standards Inst1tute (ANSI) 239 Subcoma1ttee on L1brary Statlst1cs (239 7),_7;"Wiﬂf.

< the probIems associated with record1ng and report1ng 1nformat1on, and
' a]ternat1ve presentat1ons of _data about programs F1na11y, the term1np]ogy

i emp]oyed is def1ned 1n the GIossary appear1ng at the end of the Handbook

4
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USES-OF THE HANDBOOK

A
Y

. A THE NATURE OF - HANDBOOK USE s

Nh11e 1t is not poss1b1e to predict or to enumerate every use of th1s
handbOok the fo]low1ng sect1ors are 1ntended as a gu1de to ‘the reader on
the ranges of- use and the cond1t1ons wh;ch have fostered‘the needtibr a -
‘. \'standard term1no]ogy and a cons1stent approach to 1nformat1on about 1§~
”7fbrar1es \ IJ is necessary to understand “the under1y1ng reasons “for the E

X3 ’
o increased need on- the part of many individuals and ent1t1es in the library

and re]ated commun1t1es for 1mproved 1nformat1on Furthﬂr the fo]low1ng
Z'hsect1ons a1<o under11ne the role wh1ch the Handbook is. 1ntended to play .
- i ‘.:1n the raprd]y channgg‘c11mate surround1ng the 11brary commun1ty
S As out11ned in Chapter 1, the Handbook 1dent1f1es a set of 1nforma— o
't1on bas1c to management and p]ann1ng, fac111tates 1nformat1on nxchange

"'among 11brar1es;"and prov1des a common 1anguage for external report1ng
iy -

Th,se’typeSrof 1nformat1on purposes and the re]ated data ’
: /J‘ . —~ .
uses 1nd1cated by these purposes determ1ne the 'structure and approach used

Y
- .’V'\ P . . ' s

requ1rements

-Eﬁ 1n th1s Handbook . T T
Zf The Handbook is not a panacea for the prob]ems that confront modern- .
3 day 11brary management Instead it is a T1rst step towards the 1mprove— .

"""""

w ”;ment;pf access to a spectrum of standard1zed 1nformat1on apout the 11brary

- and 1ts env1ronment

BX

B. inféﬁﬁi\L MANAGEMENT AND PLANNING

4

Severa%.d1st1nct but re]ated cond1t1ons ‘have oomb1ned to create a
) ~-5 / &
demand by 11brary managers for 1mproved 1nformat1op/about the Pprograms

¢ and.resources of}the 11braryﬂ On the one hand certa1n cord1t1ons--many

. ' 9! 3 YL e . - }
- ? .. -y . .
.. ) . .. /

by
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of which have econom1c conceirns: ‘at the1x root~-serve to focus on @fforts .
’ o
to 1mprove manadement and dec1§%nmax1ng w1th1n the 1nd1v1dua1 11brary
As f1nanc1a1 resources become .noreas1ng]y d1ff1cu]t to ggqu1re and as

1nf1at on d1m1n1shes the purchas1ng power Qf those funds that are obta1ned

'11brary managers are faced w1th d1ff1ru1t dec1s1ons regard1ng a]]ocat1on i‘

and ut111zat1on qf resources Aﬁ *he same t1me other cond1t1ons-—marv of

\
wh1ch der1ve from chang1ng resource a]fbcat1on and overs1ght pract1ces of

o

l1brary fuqders—-are creat1ng requ1rem°nts for 11brary adm1n1%trators to

demonstrate both eff1c1ency ]n the use of resources and Frgan1zaf1ona+
\

]
N\,

effect1veness' Grow1ng 11m1tat1ons on resources ava1lab1e to ]1brary ﬂ\“.

funders and 1ncreased concerns w1th accountab111ty have crea,edvan env1rdn-

\ .

v \\ “

ment in wh1ch the ability to prov1de 1nforma o] about the 11brary and its
pnograms to sponsors is cruc1aﬂ to the v1ta11ty and v1ab111ty of the 11brary
The nature of tHBse demands requir g 1mproveu 1nfonnat1on about the | .

-

operat1ons\and resop;ces of the 11brary and'more soph1st1cated means of

determ1n1ng the 1mpact of dec1s1ons upon present and future 11brary ser-

v1ces These c1rcumstances further emphas1ze the«reed for measures of

5

success and eff1cacy qf the 11brary fIn the/paft assumpt1ons about: the

-f~need for, and the value of 11brary #erv1ces suff1ccd as justification of

‘11brary 0perat1ons and as demonstratﬁon of” 11brary effect1veness. Tnese "V

o

' assumpt1ons are ng longer valid fouddat1ons for fund*ng dec1s1ons and

]

_ dccountab111ty Whus,sj}e 11brary manager i confronted w1th 1ncreasnng

| - .
ob]1gataons to ev1dence 11brary ef#ect1veness 1n meetnng tne heeds of 1ts N

. const1tuency and 11brary success 1d fulf11]1ng its m1sﬁ10n -

l .
~. C]ear]y, demands for, and uses,of management 1nformat1on are depen—

4 < *

) :Hdent upon ‘the env1ronment and needs of the 1nd1v1dua1 11brary Each 11brary

'has 1nterna1 and externa1 report1ng requ1rements and constra1nts. The l -
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éinevitability of the’uniqueness of these organizational structures is . \
recogntaéd The 11brary manager needs to 1dent1fy ‘the data sets w1th1n
"the 533999°k wh1ch ‘have suff1c1ent .1nks to. pyoblemsolv1ng needs and

. which meet the pragmatic’ goa]s of management to warrant data co]]ect1on.'
Therefore, 1t is- ant1c1pated tnat the data sets prnsented here w111 take
the form of a starting po1nt-—aaprototype--from wh1ch mod1f‘cat1on w111
"necessar11y be made to accommodate the specif1c needs of the 1ndiv1dua1 iu

A .
11brary wh11e the Handbuok is not 1ntended to suleant exlst1ng manage-

ment 1nformat1on systems, ms > the structure and term1no]ogy can supp]ement )

these systems or aet as a basis in deze1op1ng systems

C, INFORMATION EXCHANGE

™

nformat1on exchange 1s fundamenta11y commun1cat1on between 11brar1es

e

Such commun1cat1on fosters awareness of tne Act1v1t1es of other 11brar1es,

PN

understand1ng of the 1ssues and prob]em' fac1ng 11brar1es, and 1dent1f1-

cat1on of commonalities among ]1brar es. Add1t1ona]1y, and as out11ned

L

ear]1er, access to comparat1ve 1nformat1on about ]1brary operat1ons,

) resources and effect1veness is cruc1a] to the adm1n1strator s need. for

(2]

eva]uat1ve data: .The performance ‘of the ]1brary has been identified as -
~ relative to that of other libraries or to that offfhell1brary ;%sblf h1s-f

tor1ca1]y The need for these comparat1ve data serves td underscore the a

. ¢ e L LK o
-vaTue of ‘information exchange among 11brar1es N P "
e \ e )

Informat1on exchange presupposes -available mechan1sms whereby one Ledn

'_11brary can commun1cate with others. Typ1ca11y, forma] mechan1sms of S
1nformat1on exchange are’ sponsored by governmehtal agenc1es or.by pro-'
'fess1ona1 soc1et1es However, a ser1es of infornial information exchange
.mecnan1$ms 1s a]so supported by groups of libraries wh1ch have suff1c1ent

ommona]1t1es to make commun1cat1ons mutua]]y benef1c1a] Wh1]e~anyth1ng
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.Vcan be'kompared as 1ong ‘as d1mens.ons are epr1c1t, it is 1mportant to
understand that compar1sons shou]d be founded upon s1m11ar1t1es in en-
ﬂv1r0nment, m1ss1on, s1ze, target popu]at1on, and so forth. No s1ng1e o
factor is advocatedvfor determ1n1ng the classification of 11brar1es for .
vaurposes cf compar1son, th1s is. 1arge1y 1eft to 11brar1es se]ect1ng coun=- -
' terparts in other sett1ngs This strategy 1s suggested by the fact that
'criter1a for comparab111ty differ depend1ng on the types of compar1son
desxred Thus for examp]e under certa1n c1rcumstances, the clientele
" of the 11brary may be the most 1mportant factor to exp]ore, for others,
size of co]]ect1on and acqu151t1on rates are appropr1ate “and’ so forth |
However even within carefu]]y-def1ned categor1es of 11brary 1nfor-
’mat1on and homogeneous groups of- 11brar1es, data may not be comp]ete]y
comparable For example, some parent organ1zat1ons apport1on overhead
costs to operat1ng un1ts, 1nc1ud1ng the 1ibrary, and others do not. In
order ‘to compare ]1brary data then, it is necessary‘ to 1dent1fy and
correct for these d1screpanc1es The Handhook cannot e11m1nate nor
-1dent1fy each of these poss1b]e var1ances in 1nterna] report1ng systems;

hoWever, it is essent1a1 that 11brar1es exchang1ng 1nformat1on be -aware

e of any d1fferences in the data reported by part1c1pat1ng 11brar1es

As a caut1onary note many libraries- in ‘the private sector are
prevented from total d1sclosure of data due to regulations of the parent
'organization regarding information. The 11brary manager shouid be aware
;_of these constraints and se]ect1ve1y use’ those elements wh1ch do not

d1sclose propr1etary or secur1ty 1nformat1on of the organ1zat1on

il

L .REPORTING REQUIREMENTS ANONG LIBRARIES

0vervvew of Reporu1ng Requirements. amo1g L1brar1es

The externa] report1ng requirements of the 11brary community are

27
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primarilyudefined by the fnformation needs andithe data co]lection acti--

' vities of three types of organizatiaons. _ These include: (1) state-level
Tnformat1on needs and state agency report1ng, (2) Federa] level informa-
t1on needs and Federa] agency report1ng, and (3) professional association
and accrediting‘agency*information néeds. In.addition to these external
reportfng reduirements, the 1ihrary must respond to the~informatibn denands >

| of 1ts parent organ1zat1on or adm1n1strat1on and 1ntermed1ary governmenta]'

iﬁ un1ts (e. g s count1es regions) and may be involved in forma] and informal-
”j 1nformat1on exchange arrangements The variety and comp]ex1ty of these.
organizational and 1ntermed1ary governmenta] informat1on needs prevent
the 1dent1f{cat1on of any s1ng]e appropriate data set. Instead th1s Hand- .
book forwards a data structure that shou]d prov1de a broad, generalized |
basis from which’ the_necessary elements can. be selected.
"In many situations, external reporting requirements dictate the
majority of the data collected by the dnddvidua] library. L Thus, it fs

h important to any structure of information that the externa] as well as the

- 1nterna1 data co]lect1on needs be considered. The data e]ements included
in th1s Handbook encompass the types. of information useful for respond1ng
to ‘the Nat1ona1 Center for Educat1on Stat15t1cs Library Genera] Informa- »
t1on Survey (LIBGIS), state 11brary surveys of the 11brar1es 1n the 50

- states, the Assoc1at1on of Research Libraries (ARL) survey of/member
11brar1es, the Amer1can Assoc1at1on of Law Libraries (AALLf/surveys of
]aw libraries; the Med1ca1 Library Assoc1at1dh\ MLA) survey of med1ca1
]1brar1es, and.the Spec1a1 L1brar1es Association (SLA) survey of 1ts

t
members. To the extent poss1b]e, standards for 11brar1es,'cr1ter1a of

-]

. accred1tat1on agencﬂes, and Federa] programmat1c data requirements have

>

also been 1nc1uded.
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It is important to jsolate the data requirements that are most

ecessary and 1mportant to meet the needs of these various levels of data

— - .

co]]ect1on. In order to focus attent1on upon these requ1rements, the

v [

fo].ow1ng set of questions was addressed For what purposes are data

regard1ng 1ibrar1es or 11brary service used at these 1eve157 what mez.-

_sures of 11brary services or library resources are appropr1ate to meet

these purposes. "To what extent and in what manner are these information

needs presently met?
< Severa] purposes of such data 1mmed1ate1y surface

¢ determination of the "hea]th" of 11brary service in the U.S.,

\

e Federal and state 1eg1s]at1on, A

1

Federa] and state funding’ and resource a]]ocat1on,

.

° ut111zat1on of 11brary services and unmet informatioen needs of
the population,

[ 11brary support necessary for commun1t1es and educat1ona1 1nst1- ‘

7_\tut10ns, :

L . . .__, i 71‘/ R s

.6 planning for future information needs of the population,

[ p]ann1ng for resource shar1ng and networking, v -

‘e performance measurement of 11brary service at present 1evels of .
funding,. RS

@ p]ann1ng for improvenent and d1rect1ons of ]1brary service, '

[ .po]1cy deve]opment, and

s promot1on. K

4

State -Level Report1ng Issues

State-level 1nfdrmat1on needs and report1ng 1ssues vary with each

:state. The degree to which data are co]]ected by state 11brar1es, h1gher

educat1on comm1ss1ons, or state boards of educat1on is dependent upon

organ1zat1ona] mandates, 1ntended data ‘uses, and the degree to wh1ch these

]

EEE ' 0. '.— ‘;, 29
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+ agencies monitor the activities of the library. Generally, thesg data are”
used for‘state_p]anning,_stéte funding; and state>1egis1ati6n: Such ef-" f
forts may also serve as communications mechénisms between state and 1ocai
1evg1s and as comparative informatiéh sources for the library community.
While state informat{on.néeds_a;é\necess&fi1y;disparate,§there is signifi-
cant evidence that certain core data requirements éfé common tb most st;teg.
Basic to the§é}reqdirements are concerns with the type.of constituenéies
served, the resources available and uti%ized, fhe_]e&e] of service and -
demaqd:for theée services, collection assets, personnel resources, and the
\\w fdeﬁtifiéation_af prob]em}areas in the 1ibrafy community. -At best'ft_is
. “hoped thaé the Handbook will gu{de states to collect simi]ar]&-def{:ed
daté based on these idehtififd }nformw*ion neeﬁs. “In so dding; fhis
strategy will provide indiyiﬂua] states with a basis for comparisdn"With'
other states and will provide indivjdud] libraries with mechanismslfoF

b

comparison across states. ' 2
’ - o S o _
Although many state library agencies collect information from academic:

and special libraries Wiihin,the state, the major data collection efforts

are focﬁgga on public libraries. ‘In addition to data for comparative pur- -

poses, these surveys provide: " - ) o

' information-on the need, eligibility, and use of state funds
A and/or Federal monies administered or distributed by the state;
W . (-

4 e information éupporfive'of state’ plans for extension or improvév
" ment of library servkces, including networking and resource
_ sharing; : ' . . :
- e information on the effect of state or Federal 1egis1ation on the
NP public Tibraries or potential effects of proposed legislation;

e information on the degree of compliance to state and Federal
legislation such as affirmative action or services and facilities.
for the b]ind nr physica]]y handicapped; and ' ’

[N

e Tlocation and-availability of Tibrarians, libraries, and library
services within the state.




26~

o ' ‘Examples of types of data useful at the state level aye staffing and
4cost1ng information at 11brar1es, branches, and other servic outlets

(1nc]ud1ng mob11e un{ts), income and expenditures per cap1taftzllocat1on

of funds across budget categories; current p0pu1atxon and proJected popu-

! .
1at1on for areas served by public ]1brar1es, measures of the ava1]ab111ty

@
o

/
| . and access1b1]1ty of ]1brary serv1ces, utitization of spec1f1c serv1ces
-such as 1nter11brary 1oan, and the role or effect1veness of estab11shed

reg1ona1 11brar1es vis-a-vis the state ]1brary and the lTocal libraries.

/ B

f
Nat1ona] Leve] Report1ng Issues
Fundamenta] to .the need for data at all ]eve]s is the’ ob]1gat1on of

library ]eaders and library adm1n1strators to make we]] 1nformed manage-
"This is critical at nat1ona1 1eve]s, where, the effects

ment dec1s1ons
of dec1s1onmak1ng have wrdeSp;ead 1mp]1cat1ons for the ]1brary commun1ty
Increas1ng emphas1s at, nat1ona1 1eve]s, as w1th1n the 11brary commun1ty

itself, is be1ng p]aced upon outcomes (impact), effectiveness, eff1c1ency,
Basic questions of 1mpact are: who are the -

and use of 11brary serv1ces
target groups of 11brary serv1ce? Who benef1ts from ]1brary serV1ces?
V.aeHow we]1 do such serv1ces meet the intended goa]s and the needs of the

aud1ence7 What measurab]e progress has been made 1n the provision of
11brary serv1ces7 To what extent and to what outcome have Federa] fund1ng

’

1

(1)

requ1re Federa] ‘attention and/or support? Simply stated, organ1zat1ons

and 1eg1s]at1on supported these serv1ces7 'What problem: or def1c1t areas
most part1cu1ar]y Federal agencies, requ1re

B!

at the nat1ona] level,
p]ann1ng data, (2) Just1f1cat1on and accountability data; (3) outcome and
These’

/
user datasy and (4) program management data

P]ann1ng, 3ust1f1cat1on, and outcome data are overlapping.’

/';
data support the government s 1eadersh1p ro]e in the Tibrary community,

/o
/v
i : 31
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pr0motion of existing and new programs of 1ibrary serv1ce continued -and

new funding, needs assessment, and historical comparison Such data can
be summarized in the following questions What impact will new programs
. and new”technologies have upon library development? What impact have

ourrent Federa] and'other national programs had uponiiibrary deve]obment_.:

(e g.,‘increase in 1ibrary use,.numbers and thes of new library users,
1ncreased wfficiency and effectiveness in the delivery of library serVices)?
What are the defic1enc1es in current 1ibrary services (e. g , the differ
ences between existing services and standards for library serv1ces).
( In the Federa] government S support of 1nnovation data requ1rements

re]ate to hetworking cooperation encouragement of minority groups into )
“the library profeSSion,'and the identification and support of nEW:roles

for the library (e g., continuing education, outreacn programs) Equa]]y
1mportant to this role is the identification of needs and an assessment

of the current role of 1ibraries and Tibrarianship,-which serve to isolate
the inadequacies of eXisting 1ibrary services within the country-. This .
concept of substandard serv1ce has been derived from the historical empha- ’
sis upon the unserved. Until recent]y, the unserved were assoc1ated w1th
rural populations in which library serv1ce-mas 1imi ted. However, the
=oncept has been expanded to include the'underserved'and.those“persons

who do not, or can}not, avai]-thems]eves-of existing services,~50ch as

the urban pobr;or the'institutionalizéd; Thus, this expanded'concept
requires consideration of the levels of service, levels of use, prediction
of demand~for Iibrary serviee, meeting the information needs of the puilic
in nontraditional manners, and enhancing the 1ibrary‘s traditional role as

an information provider.
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. Just1f1cat1on and accountab111ty data,s port Fédera] funding and
1egisiat1ve efforts d1rected at the library commun1ty. These data are

often 1nt1mate1y tied to the outcome and mpact data discussed ear11er

-Fundamenta] data requ1rements for national and Federal Just1f1cat1on and

. accountab111ty are: (1) 1dent1f1catlon cf the manner in which Federa]

mon1es for 11brar1es are deployed, (2) identification.of target groups
(1 e., 1ntended benef1c1ar1es) of Federa] programs, (3) the 1dentif1cat1on "

of actua] benef1c1ar1es, (4) the degree to wh1ch goals and obJectives of

| the programs-have been met, and (5) the ant]c1pated and actual outcomes

T
of- the program A1thcugh it is re]at1ve1y easy to trace Federal: fund1ng

to the ‘library recipient and ‘to preestab].sh the nature of the target

group, rema1n1ng measures of outcome are 1arge1y undef1ned Part of the

‘ prob]em rests in the 1ack of concrcte measures of - outcomes and the 1ack

of cr1ter1a by wh1ch Federa] or nat1ona1 programs can -be eva]uated on a

_continuous bas1s ‘However, a cruc1a1 prob]em is the 1ack of standard1zed

reporting about these programs or the1r influence at local and state

1evels

Increas1ng]y, emphasis on such nat1onw1de issues as copyr1ght net-. ,

‘ /
work1ng, nationwide services provnded by nat1ona1 11brar1es and by service

‘~uti11ties, and Felleral fund1ng programs have led to a new set of data

concerns and needs at the national 1evels Dec1s1on po1nts assoc1ated

..w1th these deve]opments include: cost sharing among d1ffer1ng governmenta]

~~

1evels and the pub11c and private sectors (for examp]e who should pay and ~
how much for interstate 1nter11brary loans), exfens1on of data base access
through organ1zat1ons, national 11brar1es, and vendors, formu]ae for re-

source-3haring and last copy depos1tor1es, the effect1veness of Federal

intervention (nat1onw1de/and reg1ona11y) and the influence of Federal fund-

-1ng upon chefandiv1dua1 11brary, and standards deve]opment.

-
-
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The iso]atidnfpf data which are supportive of.theseZVarted needs at
" national Tevels ds difficu1t%a Key‘e1ements-which meet these issues inrf"
' clude: deﬁographic andfuser"data, staffing descr{ptors and 1eve1s; collec- B
t1on size and use fund1ng sources and 1eve1s, resource a11ocat1on and
ut111zat1on, 1mpact of library act1v1ty, standards confornance facility

»

levels and cond1t1ons, and extent of network or cooperat1ve,part1c1pat1on.
) . - . . A ' <, !

[

E. - IMPLEMENTATION OF THE HANDBOOK
Fundamenta1 to the usefulness of this Handbook is the eventual jnﬁ

p1enentation of the resommended structure and termino1ogy within‘the.
Tibrary commun1ty Sevcra] steps towards implementation are requ1red
awareness eva1uat1on, tailoring the product to ‘meet the needs of” part1c-
u1ar aud1ences and-adopt1dn and coﬁt1nued use. The d1sparate needs of
the W1de aud1ences of the Handbook prec1ude ‘wholesale adopt1on of the
Handbook by an individual member of the aud1ence Instead the Handbook
nust be eva1d}ied in the sett1ngs in wh1ch\1ntroduct1on is 1ntended from
th1s eva1uat1o certain refinements to meet the,needs of the env1ronment
are, necessary Further, 1mp1ementat1on of the Handbook requires planned B
change \1nnovat1on) in the concepts, a§sumpt1ons, and data products pres-
ent1y ex1st1ng in the 11brary commun1ty Such change is best 1ntroduced

g in comb1nat1on w1th a tempered plan that avoids d1srupt1on in current
operat1ons respects the 1ntegr1ty of ex1st1ng data systems, and diminishes

the r1sks assoc1ated w1th change Ideally, 1mp1emertat1on should be

1n1t1ated by groups of 11brar1es or organ1zatTons represent1ng such groups
This serves a two-fold purpose (1) the reduct1on of costly dup11cat1on
of 1mp1ementat1on 1n 1nd1v1dua1 11brar1es, and (2) the provision of a

” \

forum for 1nformat1on exchange among’ 11brar1es, In reality, however,
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' 1mp1ementat1on w111 most 11ke1y resu]t from data co]]ect1on endeavors by

. agenc1es and organ1zat1ons atsstate and national’ 1eve]s

‘Several concerns assac1ated with 1mp1ementat1on of the Handbook
within the 1nd1v1dua1 library . need to be addressed. Constra1nts wh1ch
the 11brary manager needs .to assess include the externa] report1ng requ1re-
ments p]aced upon h1m by the parent 1nst1tut1on and by state, Federa]
and nat1ona1 data col]ect1on arms, the 1oca1 data requ1rements for p]ann1ng,

’res"lrce a]]ocat1on .collection deve]opment cr1ter1a, fac111t1es, and ex-

- . pectid. changes in the enV1ronment (e.g., changes in the target popu]at1on)

.acccuntab111ty 1ssues, and data collection burden The latter concern. is

of suhstant1a1 1mportance to the 11brary manager Ana]ys1s of such con-

[N

-svra1ats as f1nanc1a1 1n\estment in data systems, personnel cons1derat1ons )

in oata collection, .and the requ1s1te ref1nements to the! Handbook has to

be identified. ¢ ]

LA
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CHAPTER III
' DATA USES .

l

A STRUCTURE OF INFORMATION | R o .%

o ! 1
/i

An’ ana]ys1s of .the data needs of 11brary managers for- both 1nterna1 -

//

Il

management uses'and external commun1cat1ons has led to the conc]us1on that/~w

data about 1ibrar1es must. encompass three d1st1nct types These data i

.'descr1be the env1ronment of the 11brary (i.e., 'the. sett1ng, re]at1on- ﬂ

: IA
' -sh1ps, interna] structure, and target groups af the 11brary) the resounces -

of the 11brary (i.e., what a 11brary has), and the programs of the 11bra;y
SR //

'{(1 e., what a 11brary does)

* The. F1rst ser1es of data--enV1ronment of the 11brary--descr1bes/the

sett1ng in wh1ch the 11brary resides (e.g:, parent organ1zat1on, commun"ty, '

and .so forth),~the re]at1onsh1ps ma1nta1nev:9y the 11brary (e.g., td the '

parent organ1zat1on, to the constituency, to other libraries, to funders,

‘ and so forth), and the characteristics of the 1ntended benef1c1an4es or

users of the ]1brary (1 e., the: target group wh1ch the 11brary 15 1ntended
/'“

r

to serve).

“The second type of data descr1bes the broad resources of’the 11brary

uThese resources serve to define what a 11brary has. The co]]ect1on is the

, most obv1ous of these resources. The re]at1ve 1mportance of the co]]ec- o

i

tion is. apparent in the w1despread report1ng and use of data about acqu1--
s1t1ons, coT]ect1on s1ze, and’co]lect1on va]ue- wh11e co11ect1on meaSures

2Ry

are “of s1gn1f1cant concern, other k1nds of resources are also cruc1a1 in .
i describing the overa]l T1brary and 1ts ferV1ces These other resource
categor1es are f1nanc1a1, personnel, and fac111ty measures. These re:-,

. sources combfne to suggest the capability of the 11brary to carry_out its

programs. ' S . -

37 . T -
: S : . X B ' " .
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The third maJor type of data usefu] .to the 11brary manage; descr1bes
‘what a 11brary does (1 e., the programmat1c act1v1t1es or funct1ons of
the ]1brary) This type of data identifies the strateg1es or act1v1t1es
carr1ed out by the 11brary in order to accomp11sh deS|red outcomes or
: resu]ts. Descr1ptors of these programs prfv1de 1nformat1on about the
_purposes or obJect1ves of each program, the resources requ1red or expended
' to carry out these act1v1t1es, the methods or 1evels of act1v1t1es con- “
\ o ducted as part of .each program; the benef1c1ar1es of these programs (i.e.,"
users) and the outcomes or resu]ts realized by these programs '
F1gure 1 summar1zes this information structure as employed in the
Handbook The figure under11nes the re]at1onsh1ps among these types of
data. Chapter IV details the structure more. fully and d1scus$es each of

s . .

ffuthe components 1nd1v1dua11y

B. -INFORMATION bXCHANGE AND MANAGEMENT _

As 1nd1cated in Chapter II, 1nformat1on exchange is cruc1a1 to man-
agement dec1s1onmak1ng Present data- gather1ng by 11brar1es and library-
re]ated organ1zat1ons stresses the 1eve1 of resources ava11ab1e to 1i-

!

braries. These are the resources and re]ated data 1nd1cated in Figure 1
"However, th1s Handbook is. des1gned to emphas1ze also the 1ncreas1ng1y‘
'recogn1zed 1mportance of the ‘use of f1nanc1a1 personne], and fac111ty S~

',_ resource ut111zat1on 1n the programs ‘of the 11brary Th1s structure

'out11ned 1n the preced1ng chapter a]]ows the manager or group of man-./

'agers "to 1ink var1ous components together in order to assist in’ the , -

g eva]uat1on of 11brary operat1ons It is. d1ff1cu1t to- discuss these types i
of data use in the abstract For the most part these data uses may be
f segregated accord1ng to purpose--commun1cat1ons (1nformat1on to re]ay to Ti

—

" another) and internal management and planning. While data necessary for
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. SUMMARY oF
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INFORMATION STRUCTURE FOR LIBRARIES C -

Organizational Goals and Objettives

S | External Setting
ENVIRONMENTAL DATA Internal Organization
- Target Group - - _
' ; . Collection Resources
o . : ’ Financial Resources -
- RESOURCE DATA " {Personnel” Resources

- o ) . Facility Resources

-
v

PROGRAM DATA ST

‘

/: RESOURCE UTILIZATION MEASURES \\

~m
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. Measures , o 1 { Outcome/
Programmatic . Financial | Personnel | Facility § Activity User ‘Performance

Functions . - Measures Measures | Measures J Measures, | Measures | Measures
Cultural, Educational, . ' R b . i

and Information Services

. Resource Distribution v ' " - A A
: Serv1ces . ' .

Collection, Development
Services -

Technical Seryices . : ) ' : L

Administrative Services.
and Administrative : "
Support Services H-
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communications is more eas11y 1so]ated by determ1n1ng the neport1ng
requ;rements p]aced upon the 1nd1v1dua] 11brary by 1oca], state, and o
nat1ona1 sources, the 1atter--data for 1nterna1 management and puann1ng§-_
is un1que to the - types of dec1s1ons and perspect1ve of the 11brary | \:gﬂ
adn1n1strator. Thus, data comb1nat1ons necessary for dec1s1onmak1ng are (
ﬁmposs1b1e to enumerate. Acknow]edg1ng the 1mpract1ca11ty of 1so]at1ng
prec1se data ‘uses and data comb1nat1ons for these set§1ngs, 1t is worth-
wh11e to 1solate a number of genera] types of measures common]y used 1n
eva]uat1on. Ana]yses of eff1c1enc' ‘and effect1veness, fo“ examp]e nare’j3 :"
| poss1b1e us1ng comb1nat1ons of - the - var1ous measures represented in the L '
structure‘ B o “~ " .v. : '. : : Lo Lt

-~ For examp]e, at the beg1nn1ng of each, p]ann1ng per1od the 1}brary

, manager a]]ocates ava11ab1e resources across programmat1c funct1ons 1n_:'

3"{‘ order to produce certa1n act1v1t1es, and generate spec1f1c outcomes

0stens1b1y, these; resources can be¢con$1dered the - capac1ty of the 11brary

for act1v1t1es and outcomes. At the end of: the p]ann1ng per1od the
v AN

11brary manager may ‘evaluate the actua] resu]ts of tﬁese dec1s1ons agaanst
the anticipated results.. Figure 2 represents one way of 1ook1ng at th1s‘
evaluation process; Trac1ng resources 1nto act1v1t1es and outcomes pro-
“vides measures of "resource- eff1c1ency," "resource effect1veness," and
' “act1v1ty-effect1veness" either on the basis of planned: resu]ts or actual
’ resu]ts. .0n the: other hand, mapp1ng planned resources and p]anned act1-
vities aga1nst actual resources and activities provides measures of . .
.pertormance. F1na11y, the eva]uat1on of ‘outcomes (p]anned versusjrea; |
11zed) offers a measure of goa]‘ach1evement | )
The quest1on of 1nterpretat1on of these measures ‘is not tr1v1a1

. The reader is caut1oned to ref]ect upon the 1mp11cat1ons of resource

1N
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efficiency. Efffcienéy does not measure the quality of 1fbrar& ervices,
nor does it necessar11y ref]ect upon perfornance Lg recent- years, the
concentrat1on upon eff1c1ency has led to - concom1tan£:hnd :emphas1s on
performance, effect1veness, and outcomes of the 11brary The’ 11brary
manager shou]d p]ace measures  of eff1c§ercy in perspect1ve, understand1ng
" .the 1mportant distinctions among outcomes, effect1veness, and eff1c1ency
In add1tion to the app11cat1ons and uses asseciated with efficiency
and effect1veness, there are severa] others that could be made The
data,conta1ned in the system of\information can be ‘used in 1ndependenta'
“bit;‘anddpﬁeces" that describe the 1ibrary's,activities{"In many'spe;; '
" cific ways it also supports the individual reporting‘reQuirements of the
library: to local, state, and national levels. Although other concrete *
uses have yet to be detailed, there 1is de11berate1y a s1gn1f1cant amount
of 'flexibility within the data base to accommodate the 1nd1v1dua1 needs
of the library manager. N
Finally, there are several summary points regarding the use of data
for management and p]ann1ng which need to be made. This managementain-
format1on system contains a 11m1ted set of data elements. It is impossib]e
and 1mpract1ca1 to include all the data a manager cou]d need for a variety
:.of purposes. The manager can best meet these add1t1ona1 needs through
. the use of special stud’es, which supp]ement and buz]d upon the defini-

t1ons and categories of the HandBEEE/’

- C. "STATE-LEVEL AND NATIONAL—LEVEL ISSUES - o PR
, As under11ned ear11er both state and nat1ona1 data co]lect1on )
endeavors serve dual purposes. The primary purpose of these efforts is
to meet the information needs of these various levels. Secondarily, these

data collection activities meet the information exchange and comparison

V S 42
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needs of the 11brary community This secondary purpose underscores the

:

urgency for the use of common categories of 1nformation and terminology

* across states and on national levels. Such compatibility a]]ows 11brar1es

3

to compare themse1ves W1th 51m11ar 11brar1es in other geographic regions
and enhances comparisons among regions ‘and states.~"Moreover, the use of
similarly-defined and mutua]]y exclusive data categories at thESe 1eve]s
will ensure the accuracy of additive data (e.g., total library resources,
totaiyresource utilization).

Keeping'in mind'the.reporting issues raised and the structure of

»

1nformation outlined 1n earlier sections, the fo]low1ng types of infor-

mation were identified by -members of the 11brary community as appropriate
: to Federa] and state surveys. The information’ needs of- county and other

N intermediate agencies and organizationS'should also be acknowledged.

i - \ - N -
Genera]]y, stich 1nformation needs-are a subsat of 1nterna] management

1nformation needs and more detailed than those of state and Federal sources.-

/
Due to the variances in these needs among regions, no attempt has been

made here to identify each information requirement. However, the sets

of information identified as useful to the'iibrary manager and. to state \

and Federal administrators should provide a sufficient basis for identi- \ :

fying the needs of these intermediate governmental and other levels.

At the state and nationa] ieve]s, information about personnel,

_collection, facility resources, and resource utilization is related to

severa] current issues facing ]ibraries' networking and resource sharing,
4

qu1rements (e.g., copyright affirmative action, and so forth).

<

Examining co]]ection resources, the state or Federal planner needs

. to knows"the amounts of co]lection resources available ]oca]ly, w1th1n

n
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the.state, and W1th1n the nat1on, the re]at1onsh1ps between local co]]ec—
~ tion resources and resources available e1sewhere, the distribution of
these co]]ect1on resources across geographical areas; the -“value" of
these resources 1oca11y,_statew1de and nat1ona11y, and the 1life expec-
tancy (currencyuot interest) of these co]]ect1on resources.. Such infor-
_‘ : mation needs to be co11ected un1form1y by state and Federal organizations.
Issues of planning for collection resources (e.g., shelf space and
. floor, space utilized); duplication of titles thhin:a coiiection not
traceab]e‘to the utility of the collection; or condition of”the collec-
tion (e.g., binding requirements, replacement, and weeding rates) are
genera]]y not of s1gn1f1cance at state and Federa] levels. However,
such information does provide comparat1ve data for 11brar1es A major'-
concern at the state level is that current co11ect1on measures do not
sufficiently map into a measure of effect1veness or. adequacy of these
resources. Nor are volume or title counts adequate measures of collection
resources for network p]ann1ng w1thout some related factor of un1que t1t1es
" and co11ect1on overlap amcng groups %f 11brar1es For this reason, some
cons1derat1on is given here to the des1rab111ty of data on top1ca1 areas
covered by ollections within state- 1eve1 information bases )
information on f1nanc1a1 resources and ut111zat1on that is required

at the Federal and state. 1eve1s 11c1udes source of income (who pays?);
levels of fundlng (how much?); and the effectiveness of fund1ng 1eVe1s
and fund1ng a11ocat1ons Wh11e the first two categor1es are stra1oht—
forward the th1rd is -problematic. .The effeit1veness of fund1ng is -
measured by the a]locat1on of funds (what uses) and the. outcomes (results)
of this funding. At the nat1ona1 level, aHocatmn is based on the funds

 deployed for the following: collection resources; capital or bu11d1ngs,

[

‘ = - 4 " . ¥
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sa]ar1es, binding and reb1nd1ng, and other categor1es While this
1nformat1on is usefu] program expend1tures (what se v1ces cost and who

pays).are not included. . This 1nformatjon would be-va uab]e to the

evaluation of Federal and state funding programs. o //)/
Personnel resources and utilization are increasingly of concern. to /
1 /

' Federa] ‘and state agencies. Affirmative action, shri king labor markets,
and controversy over profess1ona11sm within the Tibra Y commun1ty have /////
fostered th1s growing emphasis. .Data on racial/ethnjc status, educaj/

- . . A

tional background, salary ranges, and sex. of persopfiel typically meét

. o : /
these 1nformat1on needs. To employ these data measures of adequacy

may be m1slead1ng, however. H{Storica11y, headcount and. fu]]#time equiva- ./

/
lTencies have been employed as proxy measure( of adequacy 1n personne]

re;ources Unfortunately, a]]ocat1on of these human resources and the N

'  effectiveness of that a]]ocat1on have been over]ooked Further, staffing |
1eve15 necessary to conduct act1v1t1es (i.e., reference transactions,
circulation transact1ons, etc.) are v1rtua11y 1gnored at both Federa]

- and state levels. This gap is 1ncreased by the growing: rea11zat1on that
theﬁeffectiveness of the 1ibrary is as much a function of the adequacy (
of the personne] as it is the adequacy of the co]]ect1on 'For this |
reason, 1t is hypothes1zed that personne] surveys (on a less than annual
bas1s) may be required to determ1ne staffing adequacy and to compare
allacation of personne] among libraries. i "

- Information collected at Federal and state levels on ac111ty re-
sources and ut1lizat1on is -most often 11m1ted to assqgnab]e space devoted
to the'lTbrary, seating capac1ty, she1v1ng space, and the number of ser-
vice outle%s maﬁnta1ned by the Tibrary. In add1t1on, 1nformat1on about

the a]]ocatﬁon of fac111t1es condition of the bu11d1ng, and adequacy of o

O ‘ o Cow . ) . 45‘-' - L ~ .
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facilities is crucial to such Federal and state issues.és the allocaticn’
-of bui]ding funds, standarqs developnient, and the planning necessary at
' these 1evels ‘\%\

Act1v1ty measures at the national 1eve1 are uneven]y d1str1buted

acrgss the programs of the library. Such measures include: o]rculat1or:
reférence and directional transéctions, group transactions, service rours,
. interTibrary 1oan,,and photocopying. In state-level fnformation bases,
the amount of detail deveted to activity measurement varies S1gn1f1cant1y
While at both Federal and state 1evels these measures. combine to proV1de

-a p1cture of the types and levels of services provided to users, the
variance in detail between activities and(resour;es devoted to conducting
; theseiactiVities provides at best a sketchy picture of the 1ibrary.

User measures (i.e., who uses the library and for what purposes) are

1mportant to all levels of dec1s1onmak1ng Efforts by the U.S. National
Center for Educat1on Statistics are current]y underway to survey pub11c

l

library users. This survey may prov1de .a model for further user studies
" by Feder;a and st:te 1evels \The crucial 1mportance-of user measures
lies in part upon the need to asse§s the 1mpact of 11brar1es upon the
commun1t1es which they serve. At théulocal level, this information
provides a bas1s for determ1n1ng act1ons~1g.extend1ng or ennanc1ng its
serv1ces At the state 1eve1, data on reg1stered borrowers prov1des a

7. proxy measure of users and may be we1ghed against the tarqet groups wh1ch
thé library is intended to serve. At nat1ona1 1evels, such.data are
equa]]y 1mportant when try1ng to trace the 1mpact of such fund1ng pro-
grams as the Library Serv:ces and Constryction Act (LSCA), which-are |

intended to extend library services to the under- or unserved

46
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Finally, performance measurement, a recent]y developed area of

v]ibrary data, is ideally su1ted to meet the needs of state- and Federa]—

1eve1,deqj31onmakers. Isolation and exam1natron,of factors that influence

| performance-se,g.,tresources,'a110catton‘gf“these resources, activity,‘ |

environment, etc.--would provide decisionmakers with a tool -to ensure
_that state and Federal Eupport would enhance performance. At this time,

e however, performance measurement 1s st111 evo1V1ng, and it is possibie |

‘ /.

ty'on1y to def1ne some basic categor1es of information. Additions and re-

f1nements await further progress in the field.’ _
L__J’ - . » N - h.-
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© CHAPTER IV
STRUCTURE AND CLASSIFICATION OF INFORMATION-

A. INTRODUCTION

1ibrary does.

OJerview of the $tructure /

. =5 ‘. ." ) \ .
As outlined in Chapter III, the structure of infgrmation used in -,

" this Handbook is founded on three categor1es of 1nformat1on about the

.
11brary--the environment, the resources, and the programs of the 11brary

These three areas of»nnformat1on are unjque yet 1nterdependent, The
anvironment of the 1ibrary includes governance of "the library, the 1h;“
terna] structure of the 11brary, the re1at1onsh1ps of the 11brary, and
the popu]at1oh which the 11brary is intended to serve (i.e., the target

groups_of the 11brary),v.Thus, the env1ronment_character1zes\the types

of services provided by the 17brary and the resource and utilization of

P

‘the 11brary "The resources of the 1ibrary--the co]]ection personnel,
- fiscal assets and fac111t1es-—determ1ne the levels of 'support ava11ab]e

© to the programs of the 11brary, and in comb1nat1on with the env1ronment

may determine the a]]ocat1on of these resources to programs Final}y,

. the programs of the 11brary are those sets of activities conducted by
‘ the 11brary with the use of 1ts resources to meet spec1f1c obJect1ves

~ These three data sets‘combtne,to descr1be what‘a library 1s‘and what a’

. : .->w\ e ‘
C]ass1f1cat1on Emp]oxed 1n the Handbook and Structure .

. The classif1cat10n structure emp]oyed in this Handbuok 1s 1ntended

to provide a schematic approach to the data e]ements 1dent1f1ed and

'def1ned 1n this Handbook For the mosn part, the c]assif1cation structure

under11nes the structure presented*1n Chapter III and herein.

Y . - ‘ .
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Tersss about library resources and environment have been classified
at four levels as. follows: u L o : o
' 0. Type of 11brary = ‘
0.0 Management.data category for. environment andmresources T
0. 0'0 ‘Section, major headings - '\‘ -
0 0. 00 Subsect1on, m1nor headings
Detaii beyond minor headings are 1eft unnumbered data at th1s 1eve1 of
-.ref1nement are most appropriate to 1nterna1 1nformat1on systems énd coding
is left: to local opt1on ' .
Program data are more compiex due to the nature of the structure

1

~involved and requ1re three add1t1ona1 1evels of c]ass1f1cat1on These
-are: ‘
. 0. Type of 11brary
0. 0 Management program data categoryv
- 0.0.0 Program, level 1
0.0.00 Program, level IT
0.0.00.0 Type of'measure
By 0. 0 00.00 . Section,.major heading

0.0.00. 00 000 Sect1on, minor head1ng

\45 Dec1mals are used to d1st1ngu1sh categor1es and subcategor1es of 1nfor- e
’8 .

{——

‘mation.

Since type of 11brary is among the most s1gn1f1cant factors “in infor-
' mation exchange and compar1son, the primary code in this c]ass1f1cat1on |
‘.represents 11brdry type The fo]low1ng 11st enumerates the types of -
11brar1es spearately 1dent1f1ed in this Handbook '
| 17 Academic 11brar1es . " B

2. Public Tibraries - | | I

49




1. N | -45- IR .
3. TScho‘oI Iibraries/media centers

4. Special I1brar1es S rv1ng 1nst1tut1ons of. postsecondary
education :

5. Spec1a1 I1brar1es i e private sector

6. Spec1a] I1brar1es maintained by and sérving Federal, state,’
and local government agencies

oo 7. Independent‘specdal 1ibraries
°r 8. Other special libraries ‘
', E Certain terms emponed in this Handbook-;e.g., library governande, user
\\\\\groups, and structure--are type spec1f1c and w111 vary with each type of
I1brary 1dent1f1ed above In these 1nstances, the classification w;II ,
‘1ncIude the appropr1ate number correspondent with the above list. However,
most descrtptors, such as coIIect1on and perscnnel, are common to all g
. I1b1;2hes \In these cases, the code des1gnat1ng type of I1brary has’been
vb{ rep]aced w1th the gener1c code, t." This code shou]d be repIaced by the
i appropr1ate d1g1t for the report1ng library as the need ar1ses
The three major- categor1es of 1nformat1on--env1ronment resources,
‘.'-and programs--have been further divided into seven major classes of data
for the purposes of the cIass1x1cat1on structure These are'~(1)'environ# 's'
'ment (echud1ng target groups), (2) target groups, (3) coIIect1on resources,

(4) financial resources; (5) personneI resources; (6)_fac111t1es-resources,

and (7) orogram data. .

B.. INFORMATION ABOUT | THE ENVIRONMENT OF THE LIBRARY
'l :The first: maJor subset of - the structure of 1nformat1on serves to
describe the env1ronment of the I1brary There are a- number of descr1ptors :
about the I1brary as a. whoIe that are requ1s1te to management 1nformat1on

- and- to report1ng needs, however, these data are not a part of program data
or resource data - Management quest1ons that focus upon the components of

‘ . . . . [

the ]ibrary env1ronment are G . -
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- e what are the factors about the 1nst1tut1on, agency, or commun1ty

" . in which the library resides, that affect the ‘resources or
o . programs of the library? .K\\ :

[ what re1at1onsh1ps does the 11brary ma1nta1n w1th\funders,
. constituencles, -or other libraries and organ1zat1o S wh1ch
. affect the resources or programs ofs the 11brary?

e What are the factors about ‘the internal organ1zat1on the
11brary that affect the resources or programs of the 11 rary?

g What are the character1st1cs of the popu]at1on for wh1ch he
library is intended ‘to serve wh1ch,affect the resourc&s, progra~s,
or the1r use? _ , _

_Env1ronmenta1 data, then, .may be character1zed as the externa] sett1
and re]at1onsh1ps of the 11brary, the 1nterna1 organ1zat1on of the 11b 'ry,"
~.and the target group for wh1ch 11brary services are intended. o ﬁi\:
. The externa] sett1ng of the 11brary can be n1gh11ghted by genera]
descr1ptors of the commun1ty in wh1ch the 11brary res1des, for examp]e,
© urban, 1ndustr1a1, academic, and so forth.. Second]y, the re]at1onsh1ps o
‘which’ impact’ resources, access to resources, ot use of resources by, of
}_\ -belong1ng to, the T1brary is-a part of this externa] setting. Such re-
latqonsh1ps 1nc1ude the re]at1onsh1p of the 11brary with 1ts parent
organizat1on or extra-11brary governance structure, with other organ1za-
t1ons (such as networks, other 11brar1es other agenc1es), with other
adm1n1strat1ve un1ts of the parent organ1zat1on, and w1th 1ts funders
Re]eVant 1nterna1 factors of the 11brary include- the report1ng
strgcture, the serv1ce po1nts and out]ets of the 11brary, and spec1a1
features about the 11brary S 1nterna1 structure wh1ch 1nf1uence e1ther
LS -serv1ces or resource access1b111ty and ava11ab111ty ' ;
Popu]at1on character1st1cs wh1ch are of . utmost concern to the 11brary

—

adm1n1strator are those determ1nants which affect e1ther the use of the

-,

" Yibrary or the.nature of the serv1ces and resources prov1ded by the '

: '11brary These var1ab1es d1ffer w1th types of 11brar1es Within academic .
//'.'-_' o : '01..




i a7 :?;T;“ | : p;; ~. 3 |
I - 11brar1es, for 1nstance, pertinent popu]at1on factors 1nc1ude enrollments,
;_educat1ona1 levels “of students, course offer1ngs cred1t hour's taught in -
'tvar1ous d1sc1p11nes, and doctora] programs or. areas of current research ]
‘ c0ncentration Sim11ar1y, popu]at1on character1st1cs affecting schoo]
"llibrar1es or med1a centers m1ght 1nc]ude enrollments, age .and educat1ona1 '
11evels of pup1ls, and educat1ona1 approaches emp]oyed Factors for pub11c_.
11brary popu]at1onsf on the other hand are more d1verse educat1ona]
- levels, occupat1ona1 c]ass1f1cat1ons, ethn1c make-up, 1ncome levels, and

,Aunemployment rates. Any or a]] of these descr1ptors can prov1de a bas1s

upon,whichrto compare actual-users-wmth the»target popu]ation. o J, ’

L -

C]ass1f1cat1on of Terms about tbe Env1ronment of the L1brarx

Due to the scope of the data re]at1ng to the env1ronment of the
_11brary, these data have been separated into two parts for presentat1on
in the Handbook Th1s Stcsect1on 1is ]1m1ted to an exam1nat1on of those
: data.descr1b1ng the external sett1ng and re]at1onsh1ps of the 11brary,
and- the 1#%erna1 organization of the. library. Terms about the target
: group or popu]ation-which'the library.is‘intended to serve appeap—1n the
following subsection of this chapter,' ' "R
Env1ronmenta1 data serve to descr1be the type of 11brary--1 e.,
academ1c pub11c, schoo], or sneC1a1 That is, typa of 11brary rs def1ned
by the sponsor or parent organ1zat1on of ¢he 11brary, m1ss1on of the library,
“and the popu =t1on which the 11brary is intended toIserVe (1 e., the tar-
*get group) These des1gnat1ons further provide genera] 1nformat1on ‘about
the 11brary, the commun1ty in wh1ch it resides, poss1b1e peers, and 1ns1ght ~:
.1nto thefatmosphere surround1ng the library.

In add1t1on to the type, 11brar1es d1ffer in. the1r‘re%at1onsh1ps

With_the outside wor]d; In many senses, these re]at1on‘n1ps p]ace the

& .
e - o . .4
! N . 4 . - '
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,11brary 1n context of its external sett1ng 4These're1ationships neCes-
sarn]y 1nc1ude the re]at1onsh1p of the 11brary to its sponsors tq 1ts

target group, and to other 11h“ar1es and agenc1es. In general, these

T

reTat1onsh1ps 1nf1uence tha resources and programs of the L1brary and
affect.the utilization of these resourcestand programs.? These un1que -
e]ements In the c,V1ronnenc and the neCessarv type-spec1f1c data unde s

the 1mportance and prob]ems assoc1ated w1th the c]ass1f1cat1on of enV1ron- ;

,(Lr’ ’

menta] data - ' d' s <

As a genera1 ru]e, the pr*mary d1o1t'§h the cod:s for env1ronmenta1
‘.data deswgnate the type of 11brary .The management 1nformat1on category
e _A. (d951gnated by the second d1g1t of the c]ass1f1cat1on code) of the externa]
sett1ng and 1n/eﬁnad organ1zat1on is des1gnated by the number 1. Tyge

spec1f1c terms, such as tHe governance of the 1}brary, w111 appear as: f}

-

-

1,1, Academ1c Tikrary env1ronment terms
RuN e which are Jot typv/spec1f1c are’ des1gnated as:
o AA, t.1 L1brary env1ronmenta1 data
°,:f -ATwo add1t1oﬁal d1g1ts are ‘used in the cod1ng of the 11brary env1ronment
‘one for major head1ngs and the second for subsect1ons or m1nor head1ngs

' { ,Thejgenera] code for 11brary env1ronmenta1 data is: t. 1 00.

. PR _ . v ) :
. v . s ) . . . -




ENVIRDNMENTJOF THE LIBRARY

&

. CODE- ) TERHS ABOUT THE Page No. of Definit ion -
_ . TYPE OF LIBRARY - : —
1.0 - ACADFMIC LIBRARY ‘ 157
. _ Academic library in .a major doctoral-granting institution. 157
.. - Academic 1ibrary in a comprehensive’ college ) 157 -
' g ~rAcademic 1ibrary in a general baccalaureate college 158 =
Academic library-in a-specialized or professional - institution 158
Academic 1ibrary in a two-year college- 158 ,
Academi'n Tibrary in a multi-program 0ccupat10na1/v0cationa1 .
5chool b 158
Academc Hbrary in a single program occupationa]/wcational -
school ' i ’ 158
_ Academic 1ibrary in another institution of postsecondary
- education - .Y : 158
. h - ¥ X .
2.0 PYBLIC LIBRARY ' 244
- ¢ Public library in an urban conmun1 ty 244
with a populatmn of less than 10 000_' 244
! with a population of 10,000 to 24,999- 244
) - with a population of 25,000 to 49,999 s 24
with a population of 50,000 to 99,999 . ) ° 244
with a population of 100,000 to 249,999 248 ¢
with a population of 250,000 to 499,999 244
with.a population of 500,000 to 999,999 - 245
with a population of 1,000,000 or more - 245
Public library in a rﬁrq] .comyuity N . 245
o . Public 11U-ary in a’ rural-farm commuaity ' 245
Public library in a mra]-nonfam.cbmmniﬁy : ‘245
1 3.0 SCHOOL BIBRARY/MEDIA CENTER' ' - . .\ ' 256 ¢
I . Schoo] library/media center in an e]ementary school , 254
o School’ 1ibrary/media center in a one-teacher school g 254
o : ~School Hbrary/media “center in a middle school . 254 J
~ L School 1ibrary/madia center in another elementary .,chool 254
' - : School Hbrary/media center in a sec0ndary school s '- 254 .
© Schoo] library/media center in a junior high school’ " 254 .
- L ) Schoo] Hbrary/‘media center in a senior high school _ 254
’ S ' .Schoo_] Hbrary/medi,a‘_,center in a junicr-seniyr high school | - 255
' " 'school library/media center in a vocational technical o
+ . 7. schoet . 255
. - 3
. 7. '
- ' e .O
, ! . .
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. " CODE .- TERMS ABOUT THE ENVIRONMENT OF THE LIBRARY Page No.. of Definition
..': ‘ : TYPE OF LIBRARY (continued) v i e !
3.0 scaaoz LIBRARY/MEDIA CENTER (cont‘lnued) . =

. - . School 1ibrary/media center in another school
C ' S School library/media ce- *er in a combined elementary-
f . _ . secondary school
. f " School library/media center in a spec1a1 education schoo]
. . for_the handicapped = - :

Y K - o L School 11brary/med1a ‘center 1n another schoo]

4.0 SPE'CIAL LIBRARY SE'RV,ING AN HVST,Z'TUTION OF POSTSE'CONDARY
E'DUCATION * ’ ’

ks spacmn LIBRARY IV THE PRIVATE‘ szcz'oza

Spec1a1 library Jdn a trade or profess1ona1 organzation
’ Spec1a1 Iibrary in a connercial or industrial organizat1on“
_ . . ° Spec1a1 library in a bus1ness or service organization
o ) A .'Spec1a1 1ibrary in a partnership )
' » Other spec1a1 Tibrary in the private §ector

6.0 - SPECIAL LIBRARY MAINTAINED BY A.ND SERVING A GOVERHMEWT AGENCY

. : ',_ " Natipnal 11brary :
~ 7 _ Spec1a1 1ibrary ma1nta1ned by and serving a Federal agency
* (other than,a national Iibrary) ,
" ‘ Speq1a1 11brary ma1nta1ned by and serving a state government
T . agency . _ ;
'Specialnlibrary maintgined-by and serving a local government,
o . agency - - : : o
i " Other special 11brary ma1nta1ned by and serving a government
. agency : :
7.0 INDEPERDENT SPECIAL, LIBRARY S, -
. 8.0, . OTHER SPECIAL LIBRARY o oo “
‘\ . 1
<\
- l ~ > ‘ y R
i T
! o . - . . B . ) - - .
O . ' “ : . . N ’
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' 255

255’

255
255
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263
263

263 -

263

263,

263

263 - -
263 -

264 .
264 -

264 -

264



}CODE TERHS'ABSUI\IHE ENVIRONMENT OF THE LIBRARY

Page No. of Definition

.\‘.«CJ v
. . , . .

t.1.10 . oIBRARY IDENTIFIERS
1 .Corpbrate name of parent organization or sbonﬁor _
A2 Organization code

13 American National SLandards Institute (ANSI) Standard L1brary
Identification Number (SLIN)

.14 Location

Address
u.s. congressiona] district
" State legislative district
Standard Metropolitan Statisticzl Area (SMSA)
County

=.1.20  LEGAL SONTROL

.21 Public ¢

Federal control

State or tgrritorial control

Schuol district ccngrol

Regional control
'County or borough control

Mynicipality (including townchip and city) control
Other public control
22" private
Private for-profit
~ Independent, nonprofit

.Prfyate, affiliated with a religious group
Other private control ’

.29 Other legal control

W

(4|

ERIC
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214 .

214

214

as”

214

214

214 -

215
215
215

213

T 213

213
213
213

213
213

213
213

213

213
213
213
213

213



CODE

TERMS ABOUT THE .ENVIRONMENT OF THE LIBRARY ’ :

"} Page No. of Definition

£.1.30

- 1.1.30 .

)|

E

g : 34

.35

36

2.1.30
R

L2

38

"3

.36

o .39

O

ERIC | -
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.32

¢

< REPORTING-UNIT STRUCTUFE ' o

ﬁACADEHIC REPORTING-UNIT STRUCTURE
§1ngle-caﬁpus institution ‘Q)
Paren; 1hs£;tution/;a1n-campus' S
Branch campus .

Campus in a muiti-campus system

.

Central office <
" Joint library

PUBLIC LIBRARY REPORTING-UNIT STRUCTURE . -

Library board

v

Board or council (e.g., city
legal entity of which the library is a part

council) which controls the

Official director (e.3.. city . “"ager) . the legal entity

of which the library iz a pirt -

~

Divisicnal chief (é.g., comnirsicner o< educaticm) of which
the library is a part

State library agency
Federal agency

Other reporting-unit structure

159
- 159
159
159 .
159

159

245
245

245
245
245

246 .

-
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CODE

TERMS ABOUT THE ENVIRONMENT OF THE LIBRARY

Page No. of Definition

’

3.1.30
31

.32

.33

.38

©.35°

4 .36

.39

£.1.30 | REPORTING-UNIT STRUCTURE (continued) ™.

“ scHocL REPORTIHG—UNIT‘STRUCTURE .

Statd depdrtment of educatig:»

-

Other statete¢ucat10n agency
B A

Intermediate administrative unit

tocal public school system
Segment of local public school system |

Nonpublic school system -

Other reporting-unit-structure

4.1.30 SPECIAL LIBRARY SERVING AN INSTITUTION OF POSTSECONDARY

L

o

EDUCATION REPORTING-UNIT STRUCTURE :

A library adminjstered by the central 1ibrary of the parent
institution i ¢ '

2,32 %z A liﬁraryfédministered by the school, co]legé, cr depact-

.39

\

5.1.30

.32

.33

34

O

ERIC . 7
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ment of which the reporting library is"a part

L

‘Other reporting-unit structure

SPECIAL'LIBRARY IN THE PRIVATE SECTOR REPORTING-UNIT STRUCTURE

Single site organization

Main,(héme) offices
E . ~

Branch office '

.

Division of the main (home) offices

]
i

Cal

LY

257
Lo
257
257
257
257

257

258 -
264

264
264
265
265
265
265 °

265
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CODE . . TERMS ABOUT THE ENVIRONMENT OF THE LIBRARY ] Page No. of Definition
- q.l.3b mam’rzva-mm STRUCTURE (continu’ed)

5.1.30’ SPECIAL LIBRAR‘{ IN THE PRIVATE SECTOR REPORTING- UNIT STRUCTURE\ -

(cont‘lnued) ) : , -
.35~ Joint Hbrary- . 266
, -39 Other ‘re‘porti ng-unit structure 266
£.1.80  SERVICE AVAILABILITY - ) - 260
2.1.41 ‘Public Hbrary primary service area . 245 .'
. ) Area in square miles 245
A . Population 245
s1.42 Serviée outlet (number of, hours open) . . - - 260
Central library . ' : N 261
o ‘ _ Branch library ’ - 261
.t . Affiliated library 261

e

Booknobile/mediamobile -
_Other service outlet ' ) . 261
. ) » , )
( +.1.43 Service points (number of,. hours aﬁﬂa!ﬂe) 261 -
- Within central library o L . ' 261
Within branch Hbrarx : ! ’ 261
Bookmobﬂe/medi/ambﬂe stop ) ’ 261
wWithin other service outlet 261
] £,1.50  RELATIONSHIPS - | " RN
.51 ‘Relationships to learning resource center (academic and .
school Tibraries) ' ' 212
Notc appHcab]e (there is.no 1eam1ng resource center) : 212
Part of the library’ 212
Administratively equal to the library and under a.common ’
administrator . 212
L'lbrary is part of the 1earmng resource center 212
212

No fermal relationship

ERIC

Aruitoxt provided by Eic:



‘55-.'_ ]

~

e 1)) S TERMS ABOUT THE ENVIRONMENT OF THE LIBRARY

Page No. of Definition

"+ £.1.80 - RELATIONSHIPS {continued)

[

.52 , Consort1um. ne;uork and cooperative endeavor

Participation in local cooperative act1v{t1es
i ' Participation in pegional or intrastate dooperative

activities~ '

Parvicipation in a bibliographic service center

Participation in a bibliographic utility

Participation in a centralized processing center

Particibafion-in a union catalog or union 1ist cooperative
project (other than through the above)

ﬁa. ‘cipation in other consortium, ‘network, or cooperative

. endeavor

.53 Cooperating libraries

Academic lipraries
Public libraries
School libraries/media centers
Special 1ibraries serving 1nst1tut10ns of postsecondary
~éducation v
Spec1al:11brar1es in the private -sector
Special libraries maintained’ by and serving government
fagenc1es g
.- I dependent special libraries
S Other special Tibrarfes

»

.54 ' Programmatic activities supported by relationshiﬁs

! ~ Information services
‘ o ‘ Interlibrary loan services °
, Collection development services
. : :! Materials acquisition services
' " Materials organization and control services
Other programmatic activities

1
!

O

ERIC . N
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179 .
179 .
180
180
180
180

180 . -

180
157
244
256
263
263
263
264
264

235

235
239
239
240
240
235
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CODE . TERMS ABOUT THE ENVIRONMENT OF THE LIBRARY - . lPpage No. of Definition
+.1.80  TIME FRAMES ‘
. 81" Fiscal period B T 199
) .83 Predominant caiéndar system (schools and institutions.of
postsecondary educ_:ation) _ 232
Single term . 4 a3
~ luarter : ; 232 ¢
. Semester _ e 232 -
Trimester . . ' S 74
4-1-4 plan B L | . xr
o Other division ' S SR 7
3.1.84  Schoal day ' 255
k4 -
4 /
L4 \ ¢
] » ll
. .

& .
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C. TAéGET’GROUPS
- The description of. the target .group is a maJor component of env1ron;
mental data Due to the 1mportance of the target group in eva]uat1ng both
the"resources and the’programs of the,1[brary, it is addressed separately
in this sectidn The-target group is considered to - be that group of |
individuals and’ organ1zat1ons wh1ch the 11brary, by 1ts m1ss1on, is |
1ntended to. serve. Typ1ca11y, the: target group co1nc1des W1th the em-
) p]oyees, enrollment or aff111ates of the parent organ1zat1on, or the
popu]at1on of the commun1ty in wh1ch the library res1des o In genera1
: ,descr1ptors of the target group d1ffer w1th type of 11brary
W1th1n academic 1nst1tut1ons, 1mportant target group character1st1cs
include headcounts of enrol]ment educat1ona1 levels, d1sc1pl1nes, and
academic status of:the institutional enro]]ment,,along with areas of
research being-conducted by institutional‘employees: Factors desorjbing
- the target group of the public 1ibrary may inc]udelheadcount, edutationa]
atta1nment occupat1ona1 1eve1s, age, rac1a1/ethn1c character1st1cs,
unemp]ovment rates, and 1ncome levels of the individuals in the community.
hor schoo] 11brar1es, cruc1a] popu]at1on,features include enro]]ment '
counts, grade Tevels,:aged'and enro]]ment'status'of school attendees.
Popu]at1on characteristics of concern to spec1a1 libraries 1n academ1c
1nst.tutions parallel those of academ1c 11brary target groups genera]]y
For other types of specza] libraries, descr1ptors of the target group
| ‘may coincide w1th employee character1st1cs, numbers of organ1zat1ona1
aff1]1ates and 1evels of secur1ty c]earance necessary to access port1ons

- of classified collections. It should be underlined that spec1a1 J1brary

descriptors are developmental, and require further testing and~refinement.
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CTassification of Terms about the Target Group , _ ]

| The genera] code ass1gned to target group term1no]ogy is 2 (i. e;
t t. 2 00 is the code for 1ibrary target groups) where type spec1fic % :
‘descriptors of the target group are emp]oyed the appropriate cade 15
used. For examp]e, academ1c 11brary target groups are coded as 1.2. 16
: "ahd pub]jc ibrary target groups are coded as 2.2.20. The 11brary type
B desighator s a]so'used as a section code This allows the library which
\“/, T serves multji-type target groups (e g., an academ1c 11brary,wh1ch serves ~
the local commun1ty or a pub11c 11brary wh1ch serves the 1oca1 schools)
“to segregate these d1verse popu]atlons and re]ate them to other 1ibrar1es
which serve mu1t1p1e popu]at1ons. For the purposes of cod1ng, only one

additional 1eve1 of 1nformat1on has been a551gned a c]ass1f1cat1on Th1s

conforms to the coding scheme employed w1th other env1ronm<hta1 data

s




CODE " TERMS ABOUT THE.LIBRARY TARGET GROUP - Page No. of Definition
£.2.00 . TARGET GROUP S 268
.01 * . Census date . 171
.02 . Headcounts of target group B ‘ 204
£.2.10  TARGET GROUP IDENTIFIERS/TRAITS 268 1
. o -
A1 Individual ident@ication 268
12 Age ranges 161
a3 sex v 262
.o Male 262
. Female 262
.14 Race/ethnic idéntification 249
Hispanic 249
Nonhispanic, white © T 29
Nonhispanic, black . 269
- American Indian or Alaskan mative . 249
Asian or Pacific Islander 249
Other/unknown 249
.15 Handicap category . 203
None ) . 203" %
-Visually handicapped ' 203 -
Hearing handicapped 203
* Deaf-blind o 203
Orthopedically handicapped 203
) Other,health handicapped 203
Speech handicapped i 203 .
Mentally handicapped . ! 203 /.
Multihandicapped too203
.16 Laﬁguaée proficiency . 212
Proficiency with English 212
Primary language 212

C ~ - -B8-

— 1 A\l

o

~ Other tanguage(s) in whicﬁ proficient

LA

o

212
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“*CODE -

TERMS ABOUT THE LIBRARY TARGET GROUP

' Page No.

of Definition

t.2.00

-

1.2.20

'.21

.22

.23

TARGET GRQUP (continued)

Disadvantage statug S, ~
No disadvantage
"Academic disadvantage..
A Economic disadvantage :J
Cultural disadvantage = . =
Functionally illiterate S
Other disadvantage . ' ~

: -Acnbélltc,;gfz‘mny firgEr crovp

Minjmum admissions requirements : “

Only the ability to profit from attendance -

High school graduation or recognized equivalent

High ‘'school graduation plus an indication of superior
’  academic aptitude

Two-year college graduation

Four-year college graduation ' “ _

Qther minimum admission requirement -

Highest degree offered 2
Certificate or diploma
. Associate degree' : ST -
Bachelor's degree -~ . S
First p fezgignal degree B ' ..
Master' :QEEEP?e T e
Doctoral degree
Other certificate, diploma¢ or degree

Academic student crediy hours

Acadendc course level
. Lower division
Upper division
Graduate/professional div151on
Other ' .
Discipline/subject matter

185 -

185
185
185
185

185

185

158

224

224
224

224
224
224
224

204

204 -

204
204

204
204

204
204

160

- 157 .
157,

157

157

157 -

. 185
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CODE TERMS ABOUT THE LIBRARY TARGET GROUP

~

Pagé No. of pefinition .

N -

;;g.oo TARGET GBdU?I(continued) s N

12,20 - ACADEMIC LIBRARY TARGET GROUP (continued)
.24 = Academic student counts
' ,Acadeuﬂc student level -
Undepgraduate students.
Graduaté students®

Nondegree/nondiploma/noncertificate students

==

Academic student major program

.25 Academic institution employee counts
Reseafth_(instruction) employee

. Discipljne/;ybje;t matter
- Level of research involvement
Other academic 1ns;ut1ton’emglbxee

.29 Other academic libr;ry target group

’

2.2.30 PUBLIC LIBRARY TARGET GROUP -

31> “pensity of population in public library primary service area .

3

.32 Educational at;ainment (of adulé population)

No gchool'years cémp]etedv;; P
* Elementary school:years completed’
1-to 4 years complefed
5 to 7 years completed
8 years completed
High school years completed
1 to 3 years completed .
& years completed
College years completed,
1to3 years' completed
" 4 or/more years compieted

“Unknown - . \

v-

LI
o~

160
160

.160

160

160 -
S 160

‘188

- 282

252
252

-188

158

246

245

187

187
187
187
187

187

187
187
.188.

188
188
188
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CODE ) TERMS ABOUT THE LIBRARY TARGET GROUP ’ ) ] Page No. of Definition -
K ¢ . \ . . - £
£.2.00  TARGET GROUP (continued)-~ -
2.2.30 , . PUBLIC LIBRARY TARGET GROUP_(Eontinued) ‘ '
" .33 Employment categories (of adult population’ R !
: Professianal and business workers ' 246
¢ o Sales and services workers - . . - 246
B : Manual workers _ - o o ' . 246
Service and household workers - - ‘ ‘246
.3 Family income . ,_ | 26
. : - 4 ~L
. . Under $1,000 R ) . , 287
. $1,000 to $4,999 - . e 287
b $5,000 to $9,999 o ‘ ‘ 247
T $10,000 to $14,999y .- , Lo < o4y
. S . $15,000 to $24,999 T _ 247
' $25,000 to $49,99% . - / LY
$50,000 and above . j C a7
. ' ) . . B - N _: X
.39 Other public library target group - . - 246
. . . . . . . . . PR : . o -
.. 3.2.40 SCHOOL LIBRARY/MEDIA CENTER TARGET GROUP . / ) 256. .
.41 Minimum admissions requireme“nt(s) - oo - o24 !
Location of residence , . 24 -y
Age . ' o ’ 224 -
Grade or year standing : , , 224
Successful completion of an entrance requirement or other
test S ' A § i 222
,”g Achievement in school work I g ! 228
_Special ability, aptitude, or interest é: ) 225
Special need - . 2es
. Court commitment ' ' - 228
R ;' Current employment . - ) 225
Employability T . : 225
OtHer requirement - ; o 225
No requirement o - 225
N ., N -
0 l, -
: s - f «
< ‘- I
-
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" "TERMS ABOUT THE LIBRARY TARGET GROUP

Page No. of Definition

.45

.49

4.2.50

L

.. 5.2.60

.61

.69

ERIC - .
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- Qther ;choo1'emglozee

62

"

TARGET GROUP _(continued)

' 3

SCHOOL LIBRARY/MEDIA CENTER TARGET GROUP (continued)

School compulsory attendance age span ) s

»

School permissive attendante age span

€ -

School sfudent counts

School average daily attendance
School-average daily membership

School grade or year enrollment. ’ ' -
. “ R . . g . .
School employee colnts : L7='_ 3 '

"~ .Classroom teacher

o I
e Y

= N
Other school library/media center target group

.

" SPECIAL LIBRARY SERVING AN INSTITUTION OF POSTSECONDARY

TARGET CEOUP
. . ) /}’ '

EDUCATION

" (see _‘descriptor's for academic library target group

. . T Z
SPECIAL LIBRARY IN THE :PRIVATE S~E'GT‘0.? TARGET GROUP

o -

Security‘c]éarancé status (if applicable) 1
. S _

Parent organization emplovt~ :ounts

“Reseaych (inétruqtion) sople ze
Levelvof research i)/0 .ement

Discipline/subject matter
Other employee N

~-%>‘

o

Other srecial library target group

”

N"
255
257

253

- 258
258 -
258 '

188

256
(T I

256

265

265
265-
188

262
252

« 265

T v2s2 -

N
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Page No. of Definition '

_CODE T - " TERMS ABOUT THE LIBRARY TARGET GROUP .
£.2.00 - TARGET GROUP (continued), ‘ .
' ' 6.2.70 ' SPECIAL LIBRARY MAINTAINED BY AND SERVING A GOVERNMENT AGENCY ,
' . TARGET GROUP S "y 2 265
. JH. o Security clearance status {1f applicable) * 265
’ L ‘ s ‘ v “
.72 Government officials I ) . 265
.73 Agency employee cgunté - ) 1= - 181,
: Research (instruction) employee ) " ! © 252
i “ Level of research involvement ; 252
Discipline/subject matter = 252
Other employee 188
., 8 '
.74 Contractors to the agency 266
B .19 Other special libnary target;ﬁjuul * 265 |
3 7.2.80 INDEPENDENT SPECIAL LIBRARY TARG,ET éROUP ' . i 265 -
(categories of target group shogjd be se1f=qgfihed7 ’
L . . : i - < ’ p i . , o2
" 265 )

- ' 8.2.90  OTHER SPECIAL LIBRARY TARGET GROUP

Y

-
'

(categories of target group should pé self-defined)

>

o~
. -

~—

[E[Q\L(:‘ | ‘.: , ' ' _,. o 5
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'D. RESOURCE DATA . | - /

/’

This sect1on descr1bes the resources that are ava11ab1e to the library .

~~

éand may be ut1l1zed to provnde servines to the 11brary s c11ente1e The
",most prominent resource is the collection. In add1t1on to the co]]ect1on,
'other resources include personnel resources (i.e., the emp1oyees of. the
1ibrary),~ffnancial resources and liabilities (e.g., endowments and.debt h
services), and facility resources (i.e., the Tibrary bu%1dings and equip-
ment) ‘ '
Resource nanagement is a vital concern to manage*s in all sectors.
The management of .a resource 1nc1udes not on]y a quantitative descr1pt1on
of that resource, but also some determ1nat1on of the qua11tylof that re~
source. In the case of library- management, it is severely 1%mitin§ito'
.erscribe the collection resources,‘for ekamp1e, on1y inuterms of dollars
“and sizei Instead, it is much more desirable to assess both the quanti-
tative and qualitative aspects of the co]]ection. These same concerns
apply to ‘personnel, financial, and facility resources of the~library.
For example, although 11brary personnel are ass1gned to spec1f1c tasks
- within the library, taken as a group, the staff represent a maJor resource
of the library. Thus, the 11brary manager has an acute need for qua11ta-

S tive andfquantitat1ve 1nformat1on about the resources available to the

1ibrary)7

'-Class1f1cat1on of Terms about-Library Resources

| Each resource category is separate1y coded and separately discussed

. 1in the fol1ow1ng subsections. Codes associated w1th these resources are.

as follows: co11ection, t.3; finanria1 t.4; personne1,'t.5; and faci1i- |
"'t1es, t.6, where t 1nd1cates the type: of library. Most resource'ﬂ°friptors,

are common»to_a11otypes of_11b-ar1es (1 e., resource descr1pt1on is not -

a
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type specific). However, while the phys1ca1 descrlpt1on of the collection
(e g., phys1ca1 un1ts of ho1d1ngs) is’ 1dent1ca1 for all typec of libraries,
the measure of relevancy of the eo1lect16n (which is based largely upon .
the correspondence,betneen the content of the collection and the charac-
teristics of the target popu1at1on) differs with the target group char-

acteristics--i.e., it is type- spec1fic.

The generalized resource codes are:

| t.‘; Type of Library
t.0 - Resource_Cétegory
£0.0  Section
£.0.00 - ‘Subsection

where "' is the code for type of library.

Co11ect1on Resources

| The collection represents the\bas1c resource of the Tibrary and the
most frequent1y measured and ‘evaluated. Thus, the library manager has and
needs a significant amount or information, both quart1tat1ve and qua11ta—
t1ve, about this resource. Traditionally the physical descr1pt1on oT the
‘collection has been most readily available and most widely co11ected.
With the increasing use of computer support systems, it becomes equally
feasible to describe,tne collection in térms of its intellectual content,
re]evénee to target groups, acce:ssibility, availability, and utilization.
Further, it is possipTe to evaluate the total information resources to
which the individual library has aecess through networks, within}the state,
across'states, or nationally. :~ important to the Tibrary manager to
evaluate not only the resources under the cont&ol.of the 1ibrary; but

through networks and cooperatives, those addfﬁibna1 resources to which

"‘the 1ibnany has access.
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In general, the fo]}owing types of measures are appropriate for the
" collection: phyéidhl description, inoellectua1‘description, relevancy,
access1b111ty, ava11ab111ty, and ut111zat1on ”

Physical description measures the phys1ca1 d1mens1ons of the .1brary
| collection. ~Physical dimensions are dep1cted w1th1n this Handbook in -’
terms of the numbers (physical units) and the typesho% format represented
in the coHeCtionT For some management purposes, factors such as shelf
space utf]ized, oversized print materials, sooafe footage required to
store-materiaTs,;and so forth, may also be usefu] pietes of information.”'
However, physical Unjts‘in combination with materxa]s'format, in general,
are considered sufficiently descriptive of the physical dimension of the
collection. Such infurmation is important in facilities p]anning; inven- -
_tory control, and processing requikements.l .r '

Cescriptors of the 1nte11ectua1.coote5t inc]ude the bib]ioéreohic
uni ts and titles held, and the breadth and depth of the collection.
Characteristics of breadth are fundamental #n determ1n1ng the capab111ty
of the collection in meet1ng general 1nformat1on needs The measurement
of the scope of intellectual content is difficult. S1mp]1st1ca11y, and
within'the confines of the. Handbook, it is measured in terms of the
topical areas covered and the extent of that coverage provided by the
collection. Depth, on the other hand, deséribeé the capability of the
resource to meet Speciaiized needs and is measured in the terms-of deesity
or number of ti%les within subject areas_covered py the~c011ection.

The fe]evancy of the collection implies the objective capability of
the co{‘ection to meet the needs of the library's target group. In part,
re]evancy is "eflected in utilization of the collection; however, there

are other wweasures of relevancy which can be examined in relationship to

v
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the co]]ect1on These ‘measures encompass such factors as "appropriate
,depth and breadth of the co11ect1on, age of the co]]ection, and capab111ty
of the collection to meet -the anticipated needs of the library's target
group. There 1s cons1derab1e d1ff1cu1ty in advocating any particular
measure of ‘relevancy appropriate to 11brar1es in genera], such measures
are contextua1 and relate to the community which the library is 1ntended
to serve. Further, there are no’ obvious and direct measures of relevancy.
Instead, the Handbook suggests the correspondence of subjects covered,'.
density of coverage and recency of acquisitions with features of the
1jbrary's target group. In academic settings, for example, the subject
strengths of the collection need-to be mapped to the discip1ines and:
research areas represented by faculty and studerits. Similarly, among
school 1ibraries, collections might be best examined in 1ight of grade'
levels. . '

Avai]ability is another measure used‘to evaluate the collection.
Specifically, availability refers to whether the title or information
~equested by the user is held in the collection at all. Examples of these
measures inc]ude the total request versus requests filled by the co]]ec—
tion, and the percent of currénf publications which are purchased by the
11brary Concepts of ava11ab111ty also extend to the availability of
resources to the 11brary through systems and networks.

Access1b111ty refers to the physical pos1t1on1ng of}bo]]ection mate-
rials and the ease with whdch the user can 1ocate the desired information.
Measurement is based upon 1ssues such as the de11very time of materials
to the patron from the’ co]]ect1on, from off-site storage and through
recall of mater1als in circulation; the case with which a patron can

locate desired materia]s through the publiec catalog and on the she]f; ard

Lo 2N

o
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L1

the dnsatiéfied demand for materials which ghe owned by the library but
~are inaccessible (e.g., lost, in circulation, in bindery). - Measures of
accessibility also can be applied to materials available to the individ:
ual 1ibrary through gé;purce sharing agreements and networks.

F1na11y the collection can be assessed through utilization. Utili-
zation measures are an indication of the va]ue of the collection to the
user. The manager needs to know how much of the collection is used and
by whom (through both circulation and in-library use); what percentage of
the collection is circulated thrcugh interlibrary loan; how often indi-
vidual items from the collection are used; to what extent the collection
remains, unused; how many patrons are repeat users; the demegraphic profile
of the user and the types of material used. Utilization measures best
correspond.with user and activity measures discussed later; however, the
concept is useful in the evaluation of the co]]ectien as we]].

Decisiohhakers and library managers need to be aware of thg growing
need to assess the collection of any individual 1ibrary in context with
the resources ayai]able te the library through exteriial sources, €.9g.,
regioha], state, and national networks. Thus, while the collection of"
the library needs to be evaluated on.its own mehits~ it equally must be

viewed in relationship to other available resources.

C]aSsification of Terms about the Collection Resources

As 1nd1cated earlier, the cod1ng des1gnat1on for collection resources
is "t.3," where t represents the type of library. In genera], the fo110w1ng
classification is more detailed for the physicai description of the col-
lection than other measures of the co]]ectioh. Specﬂfica]]y, the physical

description of the collection is coded as follows: i

>
\_7
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£.3.10
. £.3.20

t.3.30

t.3.40

~70-.

COLLECTIOH RESOURCES

Collection cbunts o

'Collect1on categor1es

Materials format of print and print facsimale )

Materials fgrmat of other material

Other dJmens1ons of ‘collection description are coded as:

t.3.50

£.3.60

£.3.70

£.3.80

£.3.90

Inte]]ectua] dimensions .

Re]evancy of coliection resources

“Accessibility of collection resources

Ava11ab111ty of collection resources

Utilization -

~N?

£y

-t
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CODE

TERMS ABOUT THE COLLECTION RESOURCES OF THE LIBRARY

Page No: of Definition

£.3.00
.01
+.3.10
1
12
13
.14
.19

.20

<t
w

.22

.23

.24

.25

.26

.28

.29,

ERIC

Aruitoxt provided by Eic:

COLLECTION RESOURCES

Collection book value

- COLLECTION COUNTS

Title

Physical unit
Volume

Vélume equivalency .

Other collection counts .

COLLECTION CATEGORIZS

General library collection

?

Reference collection’

Ready reference collection
Reference file,
Vertical file
General reference collection
Cléssified collection . ,
Reserve collection
Nonprint collection
Special collection

Off-sité storage collection

Other collection

‘

176

173
, 174l

175

175

173
173

173
173

173
173
173
173
174
fra
178
174

174
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CODE - TERMS ABOUT THE COLLECTION RESOURCES OF THE LIBRARY Page No. of Definition
£.3.00. * COLLECTION REJOURCES (continued) T
t.3.30 MATERIALS FORMAT OF PRINT AND PRINT FACSMLE . 218, 232
a1 Print (or printed) material . 218
Baok - ’ ‘ 218
- Serial - : { 218
_ Periodica], . . . . 218
- T ; Bound periodical 218
Unbound periodical . 218
_ Newspaper ! ‘ . 219 g
. Serial service ] _ 219
_Other serial® ’ 219
Other print (or printed) material _ ) 219
Pamphlet (not in vertical file) - 1 - a9
Vertical file material . * T A9
Other print material ” . 219
C! ; PR
.35 Microform . ) 219
R L . *
: . Aﬁerture»card ) 219 -
v Microfiche _ ' . .28
‘ Microfilm ' | . o 219 )
Other microform 220
.39 Other print and print facsimile ., ' T 232
£.3.40  MATERIALS FORMAT OF OTEER MATERIAL 218
. .
Y . 4 Audiorecording 220
_ Audiocard 220
. ' ) Audiodisc . : i 220
I : Audiopage . . o220
. Audiotape ' S ’ } . - 220
Other audiorecording \ ' ~ ‘ 220
.42 Computer material 220
Computer printout 220
Magnetic storage ' SRS 220
Other computer material : 221

.

~?
~7
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0. of Definition .

- _COLLECTTON RESOUACES (continued) - .. !

Electronic display material

TERMS ABOUT THE COLLECTION RESOURCES'OF THE LIBRARY

{.

y

MATERIALS FORMAT OF OTHER MATERIAL (continued)

Videodisc
Videatape
Other electronic display material

victorial representation 5 °

Atlas
Chart
Map
Picture
Other pictorial represeﬁtation

Projected or magnified materié]

Filmstrip or filmstrip set’

Ho 'ram )

ﬁation picture film

Overhead transparency

Slide - | ’
Steréograph

Other projected or magnified material

Three-dimensional material

Diorami

Exhibit

Globe

Mock-up

Model

Realia

Stmulation material

Other three-dimensional materiai

—— v

-

222

22 2 . .
22

222

222

222

221 ~

221 :
221

221

221

222

222 -

222 &

222
222

. 222

222
222
223
223
223
223
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CODE

- TERMS ABOUT THE. COLLZCTION RESOURCES OF THE L. IBRARY

'Page No. of Definition

t. 3 40

.49

t.3.50

.51

.52

- t.3.60

.61

.62

.65

O

ERIC
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£.3.00

.
Y

COLLECTION RESOURCES (continued)

. . .
" MATERTALS FORMAT OF OTHER MATERIAL (continued)

T ————

Other mater1a1 format ; T

Braille material
Kit _
‘Manuscript
Score '
Other materia]iformat~

INTEZLLECTUAL DIMENSIONS

Collection breadth

» T1t1es held © .
Intended target group of collection resources »
Discip]xne[subaect matter covered by collection resources-

Age ranges of audience (1f pplicable)

Collection depth -

u

Titles in each discipline/subject matter covered by
collection resources : : ‘ -
"Titles in each a age range of target group (1f app11cab1e)

: , \ :

RELEVHNCY OF COLLECTION RESOURCES : N

-- Appropriate breadth

v

Correspondence of collection breadth to 11brary‘s target
group. : o I :

Apprtpr1ate depth

: “. -
. Correspondence of co]lection depth to 11brary S target groug

¢

~urrency of co]1ect1on resources

Titlas added during reporting period
C'rcuIation transact1ons of title during report1ng pericd

b

223

gmm s

. 223

- 223
223

223

176

176

175 -
268
185 .
161

176 S
135'
161

 175 -
176)
176, 268

176
176, 268

177

75
m
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COBP\

TERMS ABOUT THE COLLECTION RESOURCES OF. THE LIBRARY

Page No. of Definition ~

t.3.00
+.3.70

A

72

’ t.3.80

.81

.82

9

.92

ERIC
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£.3.90.

COLLECTION RESOURCES (continued)

ACCESSIBILITY OF COLLECTION RESOURCES ‘

" User person time devoted to locating item ' L

in public catalog ..
,jn,ggggra1‘1jbrary collection

I8

Lag time from time of Jser request/entrance to 115+5fy to
_time of chtaining desired material ‘ -

from geferal ‘library collection

from off-site storage -

from circulation (i.e., through recall) services
. from technical services (e.g., bindery)” - .-
~ from elsewhere

Unsatisfied demand for collection resources owned by the
library but inaccessible ~ .

AVAILABILITY OF COLLECTION RESOVRCES

Breadth of materials added to.collectiorn resources-
=== : , -

Percent of domestic mongovernmental publications currently
published added to collection '

User group demand
Percent of title requests by a library user filled by the

.collection resources , . .
Number of interlibrary loan borrowing requests for material

not owned by the library

UTILIZATION

Circulation transactiins of ‘title within reporting period’

Kl

Inter]ibrary loan 1end1ng,r°quests for t1t1e w1th1n the

reporting period

Noncirculated volumes reshelved

’

80

»

177

234
204 .
173 .

233

173
= 174
238
239

176

177} 7

176
27 y
270
176
208

177

17
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FinanciaT Resources = o

The f1nanc1a1 resources of the 1ibrary 1nc1ude assets, liabilities,

iand fund ba]ances d1rect1y attr1butab1e to the 11brary For many li-

brar1es, such assets and 11ab111t1es are d1rect1y attr1butab1e to the

parent organ1zat1on rather. than the .individual 11brary, and. should not

be cons1dered here. Assets are typ1ca11y such items as cash, 1nvestments,

) accounfs receivable, 1nventor1es, and endowments L1ab111t1es include

such 1tems ‘as accounts payable, mortgages, and bonds -Fund balances

encompass unexpended balances, unexpended p]ant funds, 1nvestment in.

plant, and o) forth From a practical perspect1ve,‘sevéra1 types_of data -

’ may be. des1rab1e for the 11brary manager to ma1nta1n based upon the par-

t1cu1ar c1rcumstance of the 11brary These are (1) a statement of assets

- and 11ab111t1es of the 11brary, (2) a descr1pt1on of un1que endowments,,

. and’ (3) a descr1pt1on of the Tong term debt d1rect1y attr1butab1e to the

11brary R S oo - R

F1na._1a1 resources shou]d ‘be d1st1ngu1shed from income -and expendi-

3 N

,-tures, wh1ch form 1n part prognammat1c data d1scussed in the following

] : T,

' &
_ section For examp]e while unigue endowments are cons1dered an asset,

. ndowment 1ncome 1s described as current fund source and a descriptor of ..

11brary programs | ' B N

The genera] cTass1f1cat1on for f1nanc1a1 resources is t.4.00, where |

f"jft derjtes the type of 11brary Assets are c]ass1f1ed as 4.10, and 11a-'

':b111t1es are\cTass1f1ed,as 4.20.

81.
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Co0E * TERMS ABOUT THE FINANCIAL RESGURCES OF THE LIBRARY Page No. of Definition -
: £.4.0 EIAVANCIAL RESOURCES ) 197
.01 Dollar amount ; 186 ‘
. .02 Dollar equivalency - \ " 186
.7 £.4.00 - ASSETS SN 198 R
. ° - + ‘ . >
- . R z f d
.1 Cash " 198 — '
T2 - Investments . 198
.13 Pledges receivable ’ : \ 507 198.
.14 - ‘Accounts receivable - - : 198 ' .
.16  Prepaid expensgs and. deferred charges ° 198
A7 Plant : 198
, ) ‘ o : /J
.18  _Interfund borrowing due from or to other funds ™. ~ 198 " o
I .
Q . _ :
.19.  Other assets. 198 .
£.4:50 | [IABILITIES ’ 198 .
. .51  Accounts payable and accrued liabilities 198
. .52 "Notes, bonds, and mortgages payable 198
| s - ;
.53 . Deposits ’ .+ 199
o . ! . ) . e
\54  Loferred revenues - 199 <
.59  Other liabilities .-* e 199
° £.4.70  FUND BACANCES i 199
.71 " Current-fund balance; 199 ] .
. - °. . )
199 * *

.73 Endowment and ‘similar fund balance

23

1 -
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TCODE - - TERMS ABOUT THE FINANCIAL RESOURCES OF THE LIBRARY | Page’No. ot Definition
St . £.8.00  FINANCYAL RESOURCES (continued) - / _
' | $.6.70 . FUND BALANCES (continued) " . , , -
.74 Unexpended plant fund- o e . 199
. ;. | : . 2 :
75  Funds for renéwal and replacement I P ol 19 )
l‘= , 'h . } . . .. . °
.76 Net investment in plant 0T M 199 .
/- v ' ‘ o ' ' b |
.77 . Funds for retirement of indebtedness o ooT199, -
‘.79 Other fund balances  — o , _ 199
e ~ _
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-uPersonnel Resources

p;

Grow1nr emphasis 1>/be1ng placed upon the personne] resources of
‘the ]1brary Th1s emphas1s has been fostered by severa] developments:
K the s1gnf11cant prOporcion of the ]1brary s budget devoted to pensonne]
| costs,_1ncreased concern with affirmative act1on and equal oppo;tun1ty,
’ grow1ng dnpendence upon the quL11ty of personne] resources for thelpro-
‘i:v151on of adeQUate 1n‘ormat1on serv1ces, and concerns with salary and
rofe ona11sm n}}n1n tne ljbrary commun1ty.‘ From a manageiient per-
_ spect1ve personneT theLamount of resounces available, and tne‘related
N costs of this nesource are- all of concern. From a reporting perspective,
’such issues as racial/ethnic character1st1cs and handicao status are
i important. | | |
Personnel resources are examined on three jeve]s: (i) 1ndivjdua]
1dent1?fers and'characteristics; (2) conditions of emp]o}ment;nand (3)
in tota], the resources available for dallocation to'progfame. Employee
?denttfiers a1d characteristics are independent of the 1ndividua1's
V’%empi”vment and include such factors as educational attainment, experience,
‘ racs al/ethn1c 1dent1f1catwon, sey, and so forth. Many of these identi-

f1ers, 'sich as sex and racial/ethnic 1dent1f cation, are needed to conform

to’ the 0ff1ce of C1v1] Rights and others which require such 1nformation.

o However, these categor1es are subJec* to change, and the 11brary adm1n~

'1strator shou]d adJust categor1es f amployee descr1pt1ons as these

* b4

a”changes occur. Emp]oyment cond1t1ons characterize the individual's

‘re1at1onsh1p with the iibrary, inclding contractual arrangements, terms

of appo1ntnent emp1oyee category, ass1gnment, status, and compensat1on
Fi na]?y, these perzannel comb1ne to make up the total resources

available to conduct library programs. In this sense, the library manager
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|

" s concerned w1th ‘the amount of and types of personne] resources a«ax]ab1e.
| While the first two levels are measured in LDTMS of headcou"gd, this Tas
category is measured by fu]] time equivaleints based upon 3erv1ce months.

~ The general code used to,de51gnate personnel reiources in this #ing-
gggg-is t.5.00, where ¢t represeﬁts'the type of library. Consistent with
earlief c]aésiféeatigg substructures, personnel resources are classified
as: '
t.5 PERSONNEL RESOURCES
t.5.0 Major Heading

t.5.00 ~ Subsection

o
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COOE TERMS ABQUT THE PERSONNEL RESOURCES OF THE LIBRARY Page Y7 of Definiticn
5.5.00  PERSONNEL RESOURCES 223
.01 Service months of personnel resources 188
. .02 ' Headcounts of personnel resources ’ ‘ 188
.03 Full-time eqﬁ'lva]ent (FTE) counts of personnel resourceS 188
-.5.10  PERSONNEL IDENTIFIERS/TRAITS 228
1 . Individual identification 223
.12 Age 161
yUnder 25 years v 162
25 to 34 years 162
35 to 44 years 162
45 to 54 yeérs 162
55 t0-59 years 162
60 to 64 years 162
65 t0 69 years 162
\ 162
70 years and over
i3 Sex 262
Male ’ 262
Female - 262
14 Race/ethnic identification ' ) 249 .
Hispanic 249
Nonhispanic, white 249 -
Nonhisparic, biack . ‘ 243
American Indfan or Alaskan native 249 I
Asian or Pacific Islander 249
Nonre -ident alien - 249
N
&ar
. .
I's S
36
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CODE ' TERMS ABOUT THE PERSONNEL RESOURCES OF HE LIBRARY | Page™o.. of|Definition
£.5.00  PERSONNEL .RESOURCES (continued)

. ¢.510  PERSONNES IDENTIFIERS/TRAITS (continued) )
. .15  Handicap category : . 203
None ‘ _ - 203
‘ __ Visually handicapped . 203
\ Hearing handicapped : - 203
Deaf-blind : 203
Orthopedically handicapped 203
Other health handicapped ’ o203
Speach handicapped ' ' 203 .
Mentally handiczpped 203
Multihandicapped 203
.16 Educaticnal attainment oo : , s 187
' Less than high schqo]_graduation .87
Certificate or diploma ' : 20t -
Associate degree 204"
Bachelor's degree 204
Master's degree 204
‘ in information/iibrary science 187 °
in media/educational te;hno]ogy 187
two or more master's degrees (or master's and first
' professional degree) 187
one of which is in 1nformat1on/11brary science 187
one of whizh is in media/educational technology . 187 '
none of which is in information/libtrary science or
med ja/educational technology 187
Doctoral degree 204
Other / . 187
.18 Professional affiliations or appointments 229
.19 Otker ..:rsonnel identifiers/tfaits 228
&7
e S, .

Q ) . . \
ERIC
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e —,
TERMS AgoUT THE PERSQnygp RESOURCES OF Tug L3RARY
_/'\_/-

t.5.00

£.5.30

21

.29

ERIC

Aruitoxt provided by Eic:

.Termvof appoinume’t

PERSONNEL RESOURCES . (°°"tinued) .

PERSCNNEL ConpIrIONS OF 2yprowyent

\

Personnie] pesource C2tegory

Exeéutive/adm1n15trativ€/manager1a] professional
specialist/1ibrary Profesgignal
Litrarian
" Media professiondl
Subject pecialist
Other pro"“?sﬂma.I
Technical employe®
Library technician
Media ‘techniciah
Other technicia?
Cffice/clerical ePloyee
Secrezarial/c 2712 empioyee
Puge/student 35575%ant/cr qyer
- Service emplgy2®

conpensatiog
Salarizs apd wages

Fringe benefits
Source of compeansation

Tenure status
tppointmen:, period

Status

Full-time epploY?®

cart - Lime . L LEte

~on it ,
_Otner personnel 2081305 r amployment

e
~A

~r
~

o~

Page No. of Definition

228

229

229
229
230
230
230
230
230
230
230
231.
231
231
231
23

194
198

194
228

228

228

228
228

228
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CODE

£.5.00

) :.5.50

.52

.53

t.5.60

. . .61

.62
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. . rEGUT THE PERSONNEL RESOURCES OF Tyg | rponry
bereomy  5OURCES (continued)
ST ASSISTANT

Service months of student assistants .
Headcount of student assistants

!
Compensation of student dssistants

CONTRIBUTED (VOLUNTEER) SERVICES

Service months of contributed services

- —

‘Headcount of volunteers

Dollar equivalency of contributed (voluntear) (. icas

o
=~

Page No. of

188
188
194

195

, 188

183 -

e

pefinition

e

i

267

186
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" Facilities Resources:

xFaci]ities rosources form the final resgcurce category in which to
descrihe’the asset; of the 1fbrary. fhe Tibrary manager'needs‘to have
Can OVerel1 picture of the amount Of faci11tiee (hhys1ca] plant) resources
ava11ab]e to the 11brary, the cost and qua11ty of 11brary facilities, and
'~ the special: equ1pment available to the 11brary
Thls Hagggggg_prov1de” <evera1 ways to describe the space-available
w1th1n the fac111t1es resources: the tapac1ty of the Tibrary to house the
co]]ect1on, the actua]'usable space contained within the library as mea-
A ured in square footage,.and the seating capac1ty of the 11brary The
”va1ue of the library fac111t1es is measured in terms of the est1mated
replacement cost of the fac111t1es and the capital equipment housed
w1th1n the 11brary. Further, the cond1t1on}of the facilil.es is eval-
uated. Aiso cqhéiderad undeh fati]ities Eesoqrces is the equtpment'mafn—
tained by the library. ?ina11y, the relatiQe evailability of equipment
and facilities to the I brary’'s vliertele is considered. |
The general clacsi®¥: vine oF faciiities resdhrees is £.6.00, where
g di 1qnates the type . .ibrar,. The inventory of eqUipment’presehted

in g gection para]]eTs the 1nventory a7 mater1a]s format, descr1b°d

urdg; - oifeceios resources, That is, the fo]10w1ng correspondence may

b made: ‘
£.3.41 Audiorecording . . . . . . .£.6.61 Audio device;
tté.églﬁemguter material. . . . . . . ;t.s.ﬁg_tomputer device; -
£.3.42 tlectronic display matar.al. . .t.6.63 Electronic disp]ay:device ‘

ag
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CODE

TERMS ABOUT THE FACILITIES RESOURCES OF THE LIBRARY

£.6.00,

.ot

o2
£.6.10
1
12
-3

.14

O

ERIC

Aruitoxt provided by Eic:

~ essiooom facility

FACILITIES RESOURCES

 Assignable square feet

V-

Gross square feet

BUILDING IDENIIFIERS/CHARACTERISTICS

i

Building tdentification
Year of construction
‘stimated building/facility replacement cost -

Condition couae

Satisfactory

Remodeling - A-

Remodeling - B i

Remodeling - C, ' ;
Demolition ‘
Termination

Handicap Access

" Rogr? USE CATEGORIES (ASSIGNABLE SQUALZ FEET)

-arator; TFacilily
Office facility

Study facility
Re ifﬁg/study rocn
Stack
Open stack ’'~=2adiay room
“User informatidg arzd

Page Ko. of Definition

162
201
165

.. 165

253

253
253
253
253
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Page No. of Definition

- COpE . TERMS ABOUT THE FACILITIES RESOURCES OF THE LIBRARY
. £.6.00 . FACILITIES RESOURCES (continued) ‘

t.6.20  300M USE CZ-‘ITEGORZ’ES‘ (ASSIGNABLE SQUARE FEET) (continued)
.75 Special use facility _ , - o« 253
Audiovisual; radic, TV facility 253
Audiovisual, radig, TV service facility 253
- Other special use facility ) 253
_25 Geperal use facility 253
27 Sgbport_:'lng facility 253
- Off-site storage facility 253
v Other supgarting raciiity 253
29 Unclassified facility x " 253
. £.6.30  FACILITIES AVAILABILITY ' 197

©.6.40  FACILITIES [iPiCITY T

‘41  Seating capacity 258
Carrels 259
Wet-carrels . 259
Dry-carrels , 259
+  Qther seating i 259
Y Shelving cap'acity 262
~linear ferl of sheiving 262°
Ass'lgn“ﬂe square feet of she]vmg 252
t.6.50 EQUIPME.L IDENTIFIERS 189
53 Equipment. cwrership status 189

1)

Equipment owned by library
Equipment on deposit, on loan, or rented to library-

—-‘v%, -
TREm
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Page No. of Definition

COOE TERMS ABOUT THE FACILITIES RESOURCES OF THE LIBRARY

e £.6.00  PACILITIDS RESOURCES (continued) oo

£.6.50  EQUIPMENT IDERTIFIERS \continued) . -

a4

.55  Equipment availability
“quipment available to the 11briry user group for in-library
b N
use .
o Equipment ava1labie‘to the library user group for out-of-
* library use through circuiation or rental

Equipment not available to user group
. A
. £.6.60 EQUIPMENT TYPES

.61 Audio device
-t : Audiopiayer
. N . Audiorecorder
T _ " Audiotape duplicator
Listening center o
Other audio device

" 62+ TComputer device
o Computer
‘ Computer terminal
“ : Other input/output device
' Other computer device ‘ : i

- .63 Electronic dispiay deVi@e

v1deotagé recorder
V1deop1$yer
”Telev1sion receiver
; Telewriter o
' Other electromic display deviée

.65 Projecting or magnifying device

Filmstrip projector or viewer’

51ide projector or vic.er )

“icroform reader or reacer/printer -
Motion piéfure projector

Other -projecting or magnifying projecisi

Q - L

Aruitoxt provided by Eic:

189

190

190
150
190" -
150
190

190
190
191
191
191

191

191
192
1
192
102

192

v
192 ‘
192

e 192

192
193
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TEAMS AC.UT THE FACILITIES RESOURCES OF THE LIBRARY

Page No. of Definition

:.6.00
' £.6.60

.67

.68

.69

O

ERIC ~
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FACILITIES RESOURCES (continued)
ZQUIPMENT TYPES (continued)

Graphic/reproduction device

' Printer/copier/duplicator
Other graphic/reproduction device

" Frotographic device

Other device

-

T

‘ N
.
+ .
4
N
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5 .
. o
f
l/
“ X
o
1
o,

193
193
193

" 193
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F. PROGRAM DATA o | N -
 This sect1on focuses upon the 1dent1f1cat1on of the different

'funct1ons performed by the library and descr1bes these funct1ons a1ong

—_—

v ——

dimensions that are 1mportant to the Tibrary manager. The f1rst part of

—_—

this section presents a way to dascribe what programs are conducted by
_the 11brary (i.e., what a 11brary dces) and three alterrat1ve leve1s of
detai] to categorize these activities. The latter paris of th1s sect1on
detail the dimensions by which to further describe and»assess each Jf ,‘
these prog;am areas. Fiéure 1, Summany of I'nformation Structure for
Libraries, presented in Chapter IZT, is an overview of prograi.s and the
-dimensions which are d1scussed here |

A library is a comp]ex ent1ty that cons1sts of a number of programs,
each of which is. a: set of act1V1t1es undertaken for spec1f1a purpose(s)

«

requiring a set of resources to acéomp11sh the desired outcome(s) For )
most purposes, it is mean1ng]ess to describe the library as a whole.
Rather, it becomes more va]uable to -describe the library in te“ms of sets
of Jactivities,:.or pr1mary programmatic catcgor1es
| The categor1es of - prognammat1c act1v1t1es of 1;brar1es are difficult ’
to derive berause they relate so 1ntr1cate]y co the level of soph.st1cat1on
- existent or desired within a part1cu1ar library. For example, a smail
1ibrary is very simply — zed with on]y a few programs and a 11m1ted
data system. However at the other extreme, ¢ major research libruary
would probab]y have a large number of p*ogram areas and a sophistice “ad
data system. Thus f1ex1b1]1ty w1th1n the 1nformat1on system 1s essential

- to accommodaie a var1ety of 11brar1es in‘a cons1stent and 1og1ca1 manner.

The Handbook identifies three categor1zat1ons of pro, ~ams (from/%eve1

1 to level 3), each successi /e Tevel cons1st1ng-of f1ner program divisions.

-

e

A
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The broadest category, levelw1, consists; of the following programmatic
functions: .;' | “ L

) o . 5, . . .
e Cultural, educational, and information services
S > ‘ 1

e Resource.dispributionﬁservicés
ggCollgctibn deve]dphen£>§érv5c§$'
L) Technfca] services | | 7
® Administrative éervices and administrativé support services
Level 2_categorization is s]ightly.more disaggregate, and finally, level
3‘is‘the~mdst detailed program categorization. - 're 3 delineates these
three levels of programmatic function.
Progfamfdata'are classified as ¢.7.nn.000, where & represents the
type of 1ibrary, nn represents the programmatic:categqry, and the’set of

S'byyyhich the -

thre:. digits (.000) represents the measures or dimension
. Ny

program is described and evaluated.

Prograinmatic Measures

For information about programmat%c cateéories to bewvaluable, there
dré a number of descriptbrs thgt should be incorporaﬁedfinto the informa-
tion strucﬁyre.. These‘déscriptorswcan best bé\determineﬂ as the individqa]lf '
Tﬁbrary.adﬁfﬁistrator reflects on broad juestions which heeq to be addressed’
about each broéram éféa of f%g library. These questions are: 3
©. What are the sou?ces bf'grogram funafng?
Hc.. much is received fremvt?ese sourcesé
" How dfe these fuﬁds/spentfand how‘éan‘thex be measured? .
L How'méﬁy and what types‘of personnel resources does the‘libﬁary ‘
havé_at~jts diéposal?}v. |
ﬁcw Ean these personnel resources be describéd?

1w are these personnel resources utilized?

7 .\‘-' . 0 (, . - . . ' | . &

/ N O : . J
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FIGURE 3 » L

Infrimatica :ervices—————it-Referral services .
o7 LResearch and analysis services

°

h LEVELS OF PROGRAMMATIC ACTIVITIES _ - L
LEVEL 1 - LEVEL 2 LEVEL 3
~ E — E ~Machine-assisted reference

' R H services
E' E -Readelrs. and researéﬁkﬁavisory

* A '] services
E
t
)
t

,Cu1tural. educationa!, and
information serxices

R 4

Selective dissemination of
L information services
QOther information services
rogams
grams

|

General education .
Cultural events p
Special services

Other culturai, recreational,
and aducational szrvices

u]iLra], recreationa], and
educational services

(=}

\

NI P SEpPUPU SNSRI

v

~EquipRant distribution servxces
i ‘1 c¢irculation services -

Reserve services
Other girculation services

- uterlibrary loan se;vices
-.nterlibrary. delivery services
Other interinstitutional ex
charna and de)ﬂvery servic

! eGerns
rCirculation serv1c°s--—-n~a~ —**£Mﬁﬁid distribution services/

" Resource distribution services.,.{

Interinstitutional exchant
' and-delivery services

t

fraet o L

Coliection development services-=Collection deve]oémen

zeriiges-de~Collection dev«lopment serv1ces

L)

& i 5 Ordering/services _—
: v ine cmeusnie 1 Searchipg and verification - ‘
~Materials acquisiticn v ;:{ serv/iges o
o} Othey’materials acqu1sit10n

serv.ces

ataloging ‘services i
Catalog maintenance and

»

Materials organization and

Technical sevices
P 1ca

/production services

-Serial control services

Other materials s rganization
and control services SR

control, services
/

"
v

e - o

? B Collection resources mainte- |
LColJection ma1ntenance nance -services i
serv1ces . Physical processing services ©

: Q

ther collection maintenance ":
services . -

-

Administrative services and
administrative support
services

L St [ A SRS s §

——

. ! rPlanning and program developmeht
i FLiaison activities : .. -
i Public-relations and davelopment
[]

~Coordinative/leadership
activities .
. Qther coordinative and leader-
ship activities .

[}
(]
]
:rFinancia‘ management and
1} operations

: -'lealth, safety, and security
i

]

]

t

e v .

qqnage«ent_services - services : '
/ s - : Personnal services - e
’ o . Other management services .

«

S

-Logist1ca1 and physical ;[Logistical services |
plant operations Physical plant operations

O

ERIC

Aruitoxt provided by Eic:
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% Hhat facilities and space can the 11brary access7 '
How are these fac111t1es ut111zed?

] Nhat act1v1ty is performed in each of the 11brary S departments? '

” What is the work]oad for the emp]oyees of the 1§brary and how 1s

» workload measured? S . . ‘ .
P : : v ' : ' '

o Who utilizes the services of the library? :

What serv1ces do they ut111ze7 ; o .
- & - {

How can ut111zat1on be descr1bed and measured?

2

i

“¢ What are the outcomes of library serv1ces?
N

What level of. performance does the library have?

j v 4
How does the level of performance relate to the intended objectiJEs\\\\\\._
~i . . - % » h\

of the dibrary? AR _ . ' N
How are,outcomes and performance measUred tc best demonstrate |
- i o resource accéountability? | ‘
This series ‘of ouestions 1eads directly tuo the %dentification of a
| para]{e] 1i§twof.measures_necessary to describe and eualuate_the programs
of the 1ibrary: - . | L \
° Financial Measures “ | -
| N TN
o Personne1 Measures _ ) \ S X
(s . e Fac111ty Measures,k : ) R | : ,
| ° Act1v1ty Measures .

¢ User Measure, . ; : o . ;
: , ; . _
- R 1 . - % .
(3 Outcome/Performance Measures / '

3

The first turee categories of measure--financial, personne], and fac111ty-—
' correspond to the resources d1scussed earlier. Indeed these measures
.represent resource ut1;1zat1on measutes - The fo]]ow1ng classification

struct - T resource ut111zat1on measures nnd the correspond1ng resource

-

category reinforce this para]]e]. . ) :
| o o 08 .
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f . T Programmat%gvﬁeasﬁresl/ _Resour;é_Measures

<, tt7.nﬁ.590~'Financia1 Méasures  t.4 Financial'Resdurées

: 5,7fﬁn.§po Personne] Measures . t.5 Personnel Resources
t.7.mn. 606 FaC111ty Measures - ~§__Fac1'11'ty'Resou-rces

~

- Act1v1ty Measures and Outcome or Berformance Measures are. c]ass1f1ed as

t.7. nn 70 and .7.7n.80, respect1ve1y, where ng 1nd1cates type of 11brary

/

. and “nn" 1nd1cates the programmat1c category User measures are c]ass1f1ed

as, t 7 nn. 200 to correspond w1th the- c]ass1f1cat10n of the library target

- . - . A ATERN )
B .

group, t.2. . )

- Each éf.thesevcategories 13 diséus§ed in d;tai] in the following
system. Figure 1, Summqry.bf_informétion Structure for Lfbrqries»(in'
Chaptér III}, provides a graphic overview of the fnformét{on fraheyork

'ifﬁdg far discussed. -
0 . i

%
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7 CODE * TERMS ABOUT THE PROGRAMMATIC ACTIVITIES OF THE LIBRARY Page No. of .Definit'l_o'n
£.7.00  PROGRAMMATIC ACTIVITIES S _ 235
£.7.10 CULTURAL, EDUCATIONAL, AND INFORMATION SERVIEES C v 235
( . : . . ’ ; ' .o
. 11 ;nformat'lon services : 235
- Machine-assisted reference services' B . i I
. v
.Readers and research advisory services B : - 238
~Ghferral services - ; I — 236
Reséarch and analysis services : o .23
- \Select'l ve dissemination of 1nformat1on servwes i . 236
- Other 1mfonna¢10n services - . .1 . . 23
.15 c_u_'lturaJ-. recreational—, and educational services - : o ) 236
General educati Ol/l programs :23_5
‘ " Cultural events programs . - 3 237
' Special services® Lo ) : 237
. Other cultural, recrestional, and educational serv1cqs 237
£.7.20  RESOURCZ DISTRIBUTION SERVICES , o 237
. ; R ‘ » T © B ."
.21 Circulation services + 238
75
. - Equipment distrinurinr services Jf 238
) : General circulation serviiss. ’ S ! 238
) - Media distribution services 238
. » Reserve services ' ,’ . 238
¢ QOther cfrculatwn serv1ces ot 238
25 -Interinstitutional exchange._fiand delivery services - ‘239
Inter."l'lbrary loan services ' ) _ 2;'9
- . i Interlibrary delivety services it . 239
s / ‘ Qther’ 1nter1nst1tut10na1 exchange rand del'lvery services 239
[£.7.30  COLLECTION DEVELOPMENT SERVICES- -+ ) o - 239
) i .
B /, ,
" ’ 4

AN

E MC N
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CODE . TERMS ABOUT THE PROGRAMMATIC ACTIVITIES OF THE LIBRARY Page No. of Definition
{ _ 8 - Y
¥ : t.7.0I PROGRAMMATIE ACTIVITIES /(; antinued) ; . . ’
:.7.40 ¢ =mdmvrc,u SERVICES 239
- ' .41\_\ ' Mdterials acquisition services - LN Y240
_Ordering services \ : . . - >'240
" Searching and verification services ’ 240
! Other materia];__acqmm tion services 240,
l s . Materials organization and cont;'ol services - - 246’:’;—
g . 0 LN ) . 5
! ] & _Cﬁtangmg services . ., 240
Catalog maintenance and produch on serv1ces ) 240
Serial control services : . , 240 - -
Other ma!:.eriﬂs' organization and cortrol services T8 F ’
. . .47 Co11ection mam'tenance services - . 241 *
~ ,Collection resources mainterance services: .~ U BT
. . Physical processing services ' 241
. . Stack‘m_aintenance services 241
-7 ‘o ‘Other collection maintenznce seryices’ 241
- * p.7.50 ADMI"VIST?AT"VE SERVICES AND ADMINISTRATIVE SUPPORT SERVICES 241
.51 -.*Coordinative and 1Eadersh€p activities 242
» . ' Planning and program.deve]opmnf 242
! ~ Liaison activities = ¢ ) . 242
I~ public relations and development 242
. ! Other coordinative and 1eadership activities . . 242
.54 "Management services 242 .
Financial management and operatioas 243
Health, safety, and security seivices - . 243
_ o Personnel services / ' v . 243
- oL - Other management services T 243
’ ) . - -
/.57 . Loaistical and physical plant operations —_— 243
. ~ Logist? :1  arvices i . 243
. Physicai plant operations & _ ] . 244
- , o LY - -
- -
- <101 -
o R '% i - «
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Financial Measures ' - - !
B | “a

e e . \ . U . . .
The financial measures included in this structure of information .

encompass two basic types of data--revenues and expenditures. Revenue -

data foeus'upon-funding sources and levels of funding, bw?mapping these

data to’ sp%f1f1c act1v1ty centers (programs) of the 11brary w1th respect
to expend1tures, both program and ob1ect expend1tures are cons1dered In
add1t1on .a deta11ed c]ass1f1cat1on of collection expend1tures accor&1ng
to the types of materwa]s acqu1red by the 11brary is presented

In order to more c]ear]y link these meaeure; to 1np1v1dua1,prpgrams,
a ;Ource-nse matrix is~provided.in Summary F'or'ma't'-l'fj This matrix provides
an- overv1ew of the current revenues of the 11brary and. the a]]ocat1on of

o ——

t1ese revenues A]ternat1ve1y, or. add1t1ona]1y, an- exam1nat1on of the

o expénditure categor1es by program may_be,useq A summary format--Expen-

o

ditures by Program--follows the source-use matrix..

The ut111zat1on of the f1nanc1a1 resources by progra_//;lc-funct1ons
of the 11brary is toded as t.7.nn. 400, where "£" is the type of library,

and “"nn" represents the’ program designation. It is cont1ngent upon the

library to substitute'the_appropriate.programmatic code.

L0



" "CODE ~ . TERMS ABOUT THE: FINANCIAL MEASUZES OF PROGRAYMATIC ACTIVITIES | Pgge No. of nesinition
T T By . ' . 3 /

! £.7.71.400 PINANCIAL MEASURES ‘ - _ - 233 :
B . : v ' : . . ‘ : . % ) ‘:'- .
t.7.nmn.410 REVE.WUF:' ﬁESTRICTION CATEGORIES : . T e 0 . 252 ':p ‘

811 Unrestficted funds T P . 252
. . . . . ) a
- - T . . . N
.« - .412 Restricted funds ° , 252
‘v . Lo ) - o . ; > -
, t.7.7n.420 CURRENT-FUND BEVENUE CATEGORIES . 187
a 4 . ) ‘ - . : a .
) CL s Goverrmental approprl"i'a.tions o .18l / -
- Federal . . ' 181
State . \ S - 181
{?J - dea] T ’ L e ' ) 'IB]
b d .
Gther governmental jurisdicti‘m ’ 181
“ ' -
A .422 Governmental grants ind contracts o . N PR |-
. _ Federal L . ' : 182
f - State : ’ L B 182
Local : ol 182
[" Other jurisdiction . f o , - 182
! .42 Private gifts, grants,and contracts S ' ' -_> 182’
VGZS/E}-\dowment inkome 182
' N . .
.426 Generated income #*182
.429 Other current-fund revenues oo ) ; _- A - 182
‘Tuition and fees (where applicab]e) - . 183
Appropr‘latwns made by the oarent orqanizatwn (where o
applicable) ) 183
‘@’ .- N N ’ T . : . . N .
+.7.1m.430 . TRANSFER~IN R : - 182~
. * . A
kd 4 . . ) .
ld . . -

1gn

ra
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* ~JERMS ABQUT THE FINANCIAL MEASURES,OF.PROGRAMMATIC ACTTVITIES

Page Ngf of Definition

%
Lo ] .
CODE-
.
o 7. 400
£.7.11.440
. .481
% Lo
- .
. .442
.443
.444
.448
<
.449
"ot 7.m.450
48]
.452

ERIC
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'Salaries and wages ’ L .

Other program expendi tures. - .

o < .'.:\..:‘ . . ' ) LI
FINANCIAL-MEASURES (continued)

P‘?OGHAH AXPENDITUHES (DIRECTACOSTS) . ,
4

Y
[}

g (professional) employee
onexg@g (other) ggglozee _ ) s

AFringe benefits

Exempt (professional) plozee .

. onexemg__(qtper)_ employee o
supplies and services ' : . L
T . ] .\ . . B ..\'\ -° .
Noncapital equipment 2
‘ 7 ’ ’ g R -y

External accounting expenditures .

Expehd%tures made by parent’organization ,

Expenditures made by another agency T
Expenditures made by a central administration- .

Dollar equivalency of contributed (volunteer) services -

-

OBJECT EXPENDITURES . 1

Prograﬁ expenditﬁres (direct costs) .

Collection resources expenditures

Publishing source
Government publication . .
Domestic nongovernment pubTication
Foreign nongovernment nublicaticn

- Materials format -~ - . B

- Periodical subscription (exclud1ng microform)
‘Other serials s ubscrigtion (excludrng m1croform)
Print (or. printed) books
Microform -

-Other materials format

-” -

-

194

194

" 193

226

194
193

- 226

194

194

‘194

195
195

195 .

194

194

195

217
2i7
217

" 218
267

267

. 218

219
218

spiam



CODE . TERMS ABOUT THE Tii% CIAL MEASURES OF PROGRAMMATIC ACTIVITIES :

% | t.7.m.400 FINANCIAL MEASURES.{continued) ‘ o

4
'5 X
- PR

i £.7.m.450 asgzcr”“zmmzms&-,(gbnti‘n,ued) L
% . a ) y ' 7 . . :

.455 Eipendityres'forj'i:ap:l;a] 'assqﬁs S . o
: . N~ . BN . R . - . ) ‘

L4

- f

© . * '£.7.mn.060 TRANSPER-OUT ~ . : . _

b4
. . . N
. - R (N

¢ ,
o .461 Mandatory “transfer-out S . h
. o ‘]"_ ©wY
: . .62 Normandatory transfer-out. / o
' ) i ’ o . . . . ‘ . . - ‘ ’.v.\ )
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Personnel Measures of Library Programs

o
\ '

The persennel componeni of this section is ¢oncerneq with the

_describtioh of personnel resources utilized in each of theXfunctiona]
. ) ' ! , B . . @ )
areas. Personnel. measures of library programs are des:ribed in the same

& <

manner in which the personnel resour:es. of the library were -described
previoqs]y. These measures ‘include both headcount and eqdiVa]ent servicer

months , fu]?- or part-time status, and»types of employeé classification.

Thus the gereral code for perﬁonnel measures of 1lbrary programs‘
is ¢.7.n1.500, yara11e111ng that of personnel resources (t 5.00). As

‘w1th financial measures prev1ously, personne] measures are the same for
all programmat1c functions.

3

A summary format for personnel measures is provided in personnel

and service months by program.

/s

v . . :
4 iU : - e
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. CODE .  TERMS ABOUT PERSONNEL WEASURES.OF LIGRARY PROGRAMS Page No. of Definition
’ +.7.71.500", PERSONNEL MEASURES 233
: ',501 Service.months ' 188
: 2N s ‘
.502 Headcounts of persannel resources 188
. .

.503 FuII-tihe equivalent counts%og;ﬁersonnel resources 188
' &.7.nn.510 PERSONNEL RESOURCE GATEGORY ) 229
-;sii Executiye/ﬁd}ﬁniitrﬁtive/managerial professional 229
512 Specia]ist/]ibfhfy ﬁrofessiona] . 229
) Librarian ' ’ » 230
_ R Media professional - 230
T v Subject specialist’ 230
N » Other professigﬁa] 230

. h .. ”/ ) l
.513 Technical employee 4 230

. oo , . ~
, Library technician . 230
_ Media technician ) 230
Other technician 231
) .514 Office/clerical employee 231
_ _ Secretarial/clerical employee ' S 231
o ... Page/student assistant/shelver 231
- . .515 Service employee 231
(T ’ -

£.7.m1.550 STUDENT ASSISTANT 267
' . .551 Service months of student'assistantﬁ L 18
.552 Headcounts of student assistants 188
N t,.7.rm.550 CONTRfBUTED (VOLUNTEER) SERVICES 195

.561 Service months of contributed (volunteer) servfées

b
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5.7.nn.560 CONTRIBUTED (VOLUNTEER) SERVICES (continued)

.562 Headcount of volunteers 188
.563 Dollar equivalency of contributed (volunteer) services , . 195
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Facilities Measures of Library Programs

The.faci1ities‘component of programmatic measﬁrés parai]e]s the
facilities resource measures. This sectinn is concerned with describihg”
the amount and typu of facilities resources utilized by each of the pro—
qrammat1c areas. This descr1pt10n is accomp11shad by measur1ng the’ amount
of ass1gnab]e‘square feet’ for severa] types of room use categor1es for
each of the funct1ona] areas.

The genera] code for fac111t1;s measures is ,.7 . 600 and corres-
ponags o that for the fac1Tﬁt1es resource deQCrlpt1ons, ,c600._ As with
Z-the prev1ous]y"d1scussed measures,of resogrce ut1l1zat1on; descr%ptors

fof.faci]ﬁties measures are théisame acrpifupfogrammatic categories and
are designated hers as, "nn," a11iwing the substifution of the appﬁgpriata
~code for the-progra@matic fqnction qnder“COnsideratfon. ’ .

A summary forhat ;Faci]ities Measufes of'Liarary‘Programs-—is~pro-

\a

N . e '
vided as an overview of facility use by program.

-
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CODE  © TERMS ABOUT THE FACILITIES MEASURES OF LIBRARY PROGRAMS
£.7.1.800 PACILITIES MEASURES

O

I Page No._.,of;l)éﬁin'it‘lon ’

. : . " 601 Assignable square feet -~ .
f\\\] “ . N

. 233
o - .

; 162
t.7.m.620 ROOM USE CATEGORIES |
S . ' \

P TR -
621 Classroom facility ' o ' P
_ .622 ‘l'..ab.oyra_;gry fa‘;'éj_lityb ' o .; ) -
- | 623 df}@e _faé.mty o

- 252
.624 Study facility '

252 B
L : 253 ’
. ° . N\
625 Special use facility o A R - I
.626 Ger;eral usé ‘facility
.627 Supporting faciiity

253 o

253

A

¢.7.11.650° ASSIGNED FGUIPMENT ILENTIFIERS

t.7.nm.660 ASSIGNEZD

189
SQUIPMENT TYPES -
.§61 .Audio device

- i
. 190
ay pf ‘
.662  Computer device [ - " 190
- .663 Electronic display device - 191
. Y ' o o, S - K
.665 'Pro:ject'lng' or magnifying device 192
.667 'Graphic and reproduction device ) . e
CITTTTTTT T ggd Photographic device SEn e SRR | R
. .669 Oﬁper device. T 193
| -
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i
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Act? vityﬁMrasures of L1brary Programs '

~ The act1v1t1es component descrmbes the txpe and level of act1v1t1es
conducted by each programm tic area of the 11brary S1mp11st1ca11y,
act1v1t1£s can be described as the output (products, serv1ces, and work
complnted) by éﬁch of the progrennmt1c funct10ns of the 11brary. Th1s
component con§a1ns extreme d1vers1ty ref1ect1ng the var1ous act1v1t1es
and act1v ty/centers of the 11brarxu The 1nd1v1dua1 11brary manager will
want to cons1der se]ect1ng those measures - wh1ch mo§t c]ear]y meet the
needs and goals and obJect1ves of the 11brary .

matic funct1on, the program code has been 1nserted 1n the fo]]ownng

\ c]ass1f1cat1on structure The general code for the act1v1t1es of 11brary

? .

programs is ¢. 7 nn. 700 where "t" denotes the type of 11brary and

° —_— o

indicates the programmat:c category

S1nce most act1v1t1es are d1rect1y re]ated a%d un1que “to a program-

4

-
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CODE - TERMS ABOUT THE ACTIVIJY MEASURES OF LIBRARY PROGRAMS Page No. of Defimi‘iun
— — = .
! -~ . ‘. " . - . . - o . - .
t.7..nn.700~ ACTIVITY MEASURES B 223 IR
701 Number of tramsactions 4\’ YA 233 "~ .
ERN . ' . . LN . '
o 4 ) : / -
.702 Transaction duration R i 233" :
A\ ’ ., . - . ) .'!\' A
h 703 Lag time, ., i 233
T . .704_ Activity r’at_:e' :' ‘ - o 234 ’
.708 Person time S T 234 - o )
‘ . v LY ' 4 . s
‘ .706 --Labor cost i 234 B i
$.7.11.700 INFORMATION SERVICES , . 23 )
. S&.7.11.720  INFORMATION CONTACT ' oL » 205 B
L . L ’ ?
- . .721  Directional trangaction - 205 -
an Lo : Y ‘ ' ‘ -
.722 Grcup transaction - SN 205
. © . .723  Reference transaqt'ion ' ﬁ 205 , 4
. . . - “
. . Catalog 1nfo§mat'lon transactwn o . . 205 . - ~
Fact-finding transaction o ’ - 206 .
: ' Literature search trafisaction " . - . 206 N
I " Literature search of the collection ‘ 206
. Bibhograph'lc ¢-ta base literature search ' 206 . T
- Combined 11terature search ) - <~ 206
- Other literature search. . e - 206 - ° T
- . Readers or research advisory transacticn- 277
- ‘ _ Referral transaction - 207 .
ST \ - Community referral transaction., R - 207 *
. . - Other referral: trans’acti'on 207
©——— —Research_and ana]ys*ls transaction 207 V'
Other referenc"e’"transaction e - 207 4. b
" t. # g
120 -
‘. o » -
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- “CODE © TERMS /&OUT THE ACTIVITY MEASURES OF' LIBRARY PROGRAMS Page No. \;f Definition ,
i tl7.rm..700' ACTIVITY. RES Jcontinued) ’ N /
4. * o ' 1 * “ o . > : A
- t.7.11.700 INFORMATION SERVICES (continue&) s ) . o Lo o . ' /
) £.7.11.730  SELECTIVE DISSEMINATION OF INFORMATION ACTIVITY b 29
31 _;S_e1ect'1verdissém1‘nat10n of information seardh . '/ 1 . 259
\ .732  Data base searched : . 184
’ : 733 Entries produced s , 189
o ' ' i o e . .
' " +7.11.740 . BIBLIOGRAPHY COMPILED 8Y LIBRARY EMPLOYEE™~ - 250,
.781  Topic of bibjiography S S ) - 269 N ‘
. . T ) . A .
. s _° - . { .
' ..742 Entries in bibliography . . : 189 . i
. . . N ) . ) ’ . . ’ ) ' . ) - - . . . ) \“
. £.7.11.750  SPECIAL CATALOG COMPILED 3Y LIBRARY EMPLOYEE " . . . 282 -
<~ .o [ . - R . . . . "I .
T " 751 .. Topicof special catalog————--~ ' —— 269 ° .
ﬁ\ . i -~ “ l v ’ ) -
‘ . .752  Entries in special catalog o ' F 189 -
.- L ‘- ‘ . . . | . .. " . o
‘ £.7.11.760  WONCIRCULATED VOLUMES RESHELVED INTO REFERENCE COLLECTION :| * . . 226 173
£.7.11.780 * INFORMATION SERVICE HOURS T 207 ,
‘ £.7,11.790 - OTHER INFORMATION SERVICES ACTIVITY -7 O R <
£.7.16.700 CULTURAL, RECRFATIONAL, AND EDUGATIONAL SERVICES - 23
) . . .... . . - . N I ‘, -
£.7.15.710 | GROUP TRANSACTION ’ > 207
' ' +.7.15.740  EXAIBIT PREPARED BY, LIBRARY EMPLOYEE(S) N 222 N
 $.7.15.790  OTHER CULTUPAL. REGREATIONAL, ANTCEDUCATIONAL services & | = . 236 S —
\... ° ; . ' ! ) .
. /' . - ’,
. " : ) / ) ’
~ e ‘_) ..."‘ . g , N
, RN YN -, -
Q N . / 1 21 ' . .
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.,. R ‘ I * .I ! : ' ' e ,'. . ~ —
3 .. %.1.n1.700 AC7IVITY MEASURES (continued) _ A éﬂ‘x . : o -
¢£.7.21 700 ! CIRCULATION SERVICES. - . . 238 .
" £.7.21.710."" CIRCULATION TRANSACTION . > = - ‘ 172NN
711 . Gendral circujation t}a‘sacm@ _ ] N 172 ‘
. & .72 Reserve circulation transactign . 172
.719  Other, circulati T' _transaction - , AN =72
++2.7.21.720 ' RENEWAL TRANSACTION ! 251 ' )
£.7.21.730  ZQUIRMENT CIRCULATION TRANSACTION ' . 188
e 5 L N . . ‘ SN\ e .
-‘-' 0 ‘ * . \\
£.7.21.740  NONCIRCULATED VOLUMES SESHELVED 226 \ :
~ " $.7.21.750  .FULL-TEXT SETRIEVAL TRANSACTION . , 200 e\
: S . i : s ‘ N
. I - H .. ‘ ) K ". - N
o £.7.21.760 . DIAL-ACCESS TRANSACTION N - 185 _
LeLtN L o o L ot T '
T eranees INTRALIBRARY. LOAN | | © e
4 | N L oy , . i v G '
. £.7.21.°:0 - OTZER. CIRCULATION SERVICES ACTII);\I’TY . 238 .
t — A T v - Y a @
©+.7,25.700 IATERINSTITUTIONAL EXCHANGE AND DELIVERY" SERVICES 239 .
- ‘ R 2 R B
¢.7.25.710 INTERLIBRARY LOAN BORROWING ACTIVITY ) 208,
_.m " - Items yéquesgsd . A T 208 )
' v L . - . ¢ -~ f' H - - .. .
. i 7 .n2  Borrowing requescs 208
-.'l . v L - ‘ \- ' . - ’ .’ “ P -
T, - .71 Reguestsfjlled Within user specified time 208. : ‘
E T . - B T . e « ,
\{; L L S - ‘ -
ot R T19 L Other inter}ibrary loan borrowing activity RPN 208, L
C '-;,7‘.\25‘?730'.  BULX BORROWXNG ; \j. ' T er
.’:v . \ . . N .‘ . - -
” . © . . R
- F /. - L, e o .
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TERMS ABOUT THE ACTIVITY ME‘ASUBES OF LIBRARY PROGRAMS -

/ . Co , ‘ v
\ :
7 7 i 700 ,xc'.rrvrrx MEASUPES * (continued ) ‘ ‘
5 ‘\. K . '\.3 " . . .
t- 7 2‘1 700 mlm‘msrmﬂomz EXCHANGF AND DELIVERY SERVICES (contmue‘ﬁ)
. t.7.25. 760 INTERLIBRARX ToAN | LENDING ACTIVIT.Y :
. ' \\ v . o K
\ . i .
781 Lending requests - o __'“_‘
" : - . .:A L o 5
. .764 Filled rtzquests ‘ / IR i
\41 qr;lgmahfonn& : SR
In reproduce,,dffpmat‘., : ' \
L7.5.780  suptEwOmG e T : .
‘ _/‘// . . SN I-»:' .
| £.7.25.790  OTHER [NTERINSTITUTIONAL EXCEANGE AND DELIVEZRY SERVICES
% ' acervrzy T - »
vy \ L ° . . . N ’ o ,
- £.7.30.700 COLLECTION DEVELOPMENT SERVICES
' £.7.30.710 ° TITZES ADDED O THE COLLECTION RESOURCES - ’
e 11 Periodical . . e J .
N S - . ‘ L' |
-nz- Book - - . . - . " _" -
' .79 .. Other materials format - . LT "
|~ £.7.30.730  TITLES REMOVER FROM THE COLZECTION RESOURCES.
A . '.731  Periodical r—j '
: ’ ~ . 1 -
.732 . Book ; . -
,739 ,’Other-mater1a1s'fdrmat A .
S Y £ 30 m_ PHYSICAL UNITS. TRANSFERRED FROM GENERAL LIPFARY cozmcrrozv

‘ . £.7.30.790
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. 208
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© 209 i

167

239 -
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175,
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178

218
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218
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175, 178, 174
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e . . ,.7 nm. 700
o e.7.41.700
£.7.61.70
M
) .72
5
73
.4
<r . 715
. h 716
‘ N7
719 .
+.7.41.720
£.7.41.730
..
: +.7.41.740
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TERMS ABOUT THE ACTIVITY MERSURES OF LIBRARY‘P&OGRAMS

AC”IVITY MEASURif (continued) : .
xWMLS' ACQUISITIOIV SERVICES

™

MATERIALS ACQUISITION COUNTS
' Publisher source
Government publication
Domestic nongovernment publication
Foreign ndngovernment publication

1

Materials format of acqu151t10ns

¢ Pv&nt (or pr1n%ed) mater1a1 Lo
‘ Book °
Periodical (
Other serials =erv1ces
Other print (or p?1nted) mater1a1
Microform
*  Other material

Titles added = - L
K ) : < (

Physical units_added

v s

Subscriptiuns maintainad (including dup]icates)
\.Q
hzsical units and/or s ubscr1gt1on received gratls or
through,e;change '

Physical units and/or subscrigtibns acquired jointly with

+
another library or agency

Other materials acquisition counts
IRDER CARDS GENERATED

PURCHASE ORDERS GENERATED

SLAMCT PURCI:ASE ORDERS MAIIITAIN"' D

.

240

216

217

217
217

218
218
218
218
219
219

__219

175

175

267

175, 267

175, 267

216

227

247

165
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. . . CcobE " ERMS ABOUT THE ACTIVITY MEASURESOF LIBRARY PROGRAMS Page No. of Definition
RSN ‘ _t.7__.m.106 ACTIVITY MEASURES {continued) ) i
, - .7,61.700 MATERIALS ACQUISITION SERVICES (continued)
.v_x‘._'f ! . ‘. A . d - ) * >
L +£.7.41.750  APPROVAL PLANS MAINTAINED . 162 oo
o 't.7_.41'.760  STANDING (CONTINUATIONS ORDERS MAINTAINED ‘ "266
Lk £.7.41.790 * * OTHER MATERTALS ACQUISITION SERVICES ACTIVITY T 240
.e, ’ .." T . : - - . ’ \7
' MATERTALS ORGANIZATION AND CONTROL a 240
.7 CLASSIFICATION SYSTEM EMPLOYED ¢ -~ 172
Library of Congress (LC) Classjﬁ'cation_ 2 ' 172
Sl Dewey Decimal Classification (DDC) 72
: . ~ G \
.713  Superintendent of"Documents (SuDoc) Classification - 1172
719 Other classification system [*. \i72
. E' . ’ o Y \
? L S iy '
; | 5.7.46.720  RECTASSIFICATION-.. T ) 171
£.7.86.730  AUTHORITY SILES MAINTAINED™ 163
S 731 Name authority list or file 163
» . ™ . ' -
.732  Subject authority list or file } 163 /
| 733" ‘Serials authority Tist or file 163
".73  Combined éutL{"i ty list or file 163
.73 Other authority list or file ' 163 )
£.7.84.780  CATALOGING Aé'i'z*(n'! 169
.761  Original’ cataloging 169 Y,
A ' o
;\ LY
.o
| b
9 14a | ,
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TERMS ABOUT THE ACTIVITY.MEASURES OF LIBRARY PROGRAMS Page No. of Definition
£.7.72.700 ACTIVITY MEASURES (continued) -
. £.7.44.700 mfmzs‘aamﬂrzéﬂaﬂ AND CONTROL (continued)
. £7.48.760 ~ CATALOGING ACTIVITY (continued)
742 Derived é"ata]pg‘lhg ' 169
. - Sources of derived cataloging ' ' 170
. . hq_tomated network catalog record : <170
oo . - Tcataloging-in-publication = . 170
- T R Library of Congress card or card copy ‘ . 170°
' ' - hational trion Catalog o f 170
C >  Precataloged material 170
Other source . ‘ 170
.743 Brief cataloging . o : 170’ T %
Lo 747 Recataloging . : ’ 170
) . ' ' '
; . .749 Other cataloging activity N . : , 169
£.7.44.750  ADDED COPIES - _ 161
. ' : : 1 - i . ) i
/ . . W
- t.7.64.760 ADDED VOLUMES' * 161
,  t.7.08.780  CATALOGS MAINTAINED ' ’ . 168 .
- . ’ ;
.781 Type
- Card catalog, ) : . 168
; Book catalog _ ’ ' . ' . 168 R
, - Fiche catalog . - R 168 h
+ Microfilm catalog .° TN N - 168
" Online computer catalog ~ 168 -
Serials list L S 168
Other . o : 169
.786  Catalog record production ‘ ' . 189
' Catalog records produced in-library ° T . 169
Ca__talog‘ records produced via external agents _ > 169
: R Ny .
o | ) .
o - 126
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TERMS ABOUT THE ACTIVITY MEASURES OF LIBRARY PROGRAMS

Page No. of Definition

¢.7.m.700 ACTIVITY MEASURES (continued)

t.7.44.700
t.7.44.780
.787

t77.44.790
- +.7.47.700

. £.7.47.710

.m

T3

718

719

£.7.47.720 -7

e t.7.47.790

* +.7.56.700

.£.7.50.710

VAN

Jiz

+.7.50.720

" OTEER MATERIALS ORGANIZATION AND CONTROL ACTIVITY

MATERTALS ORGANIZATION AND CONTROL (co_nt'lnued)

a

CATALOGS MAINTAINED (continued) - a

Catalog actiﬁity !

Catalog records auded to cataiog
Catalog records deieted from the catdlog
Catalog records replaced with new records

)

1

COLLECTION MAINTENANCE SERVICES
. COLLECTION RESOUR'CES MAINTEVANCE AC.:Z'I VII"Y
Binding ;nd réginding
'Ma;erials conversioh
.Prese;vatioh L

2

Other collection resources maintenance activity

»

- PAYSICAL PROCESSING

OTHER COLLECTION MAINTENANCE SERVICES ACTIVITIES.

ADMINISTRATIVE SERVICES AND ADMLNISTRATIVE SUPPORT SERVICES '

\

: LTBRARY EMPLOYEES - - N

Service mnnths\bf bersonne] administered
Headcounts of pérsonhel'agministeréh

-
EXPENDITURES ADMINISTERED
: {

bt
AN
\

168
169

169
162
240
241 |
177
177
178
178
78
231
- "241
241
188
188

188

194
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Users of Library Pngrams “ . ' . ' B

The user- component of the Handbook para]]els the target group
‘measures out11ned in Sect1on C of th1s chapter Appropriate descr1ptors
wh1ch most c11°e1y correspond to the type of users of the 11brary shou1d
be emp]oyed by the individual 11brary For academic’ 11brar1es, users
have been described. 1n terms of the types of students, the d1sc1p11nes
of S udents and employees who use the 11brary, and nonmembers of the

’target group. - These data ‘nead to be 11nked to the ‘types of uses made by .
these individuals. For public 11brar1es; users have been defined by age

and residence and should-be examined along with the type of use assoc.ated

[ ) . : . R . ~

.'with these groups. . Simi]arly, in special 1ibraries,’users-can be cate-

-

gor1zed by the.research or 1nformat1on 1nterest of the user, dlong w1th
the 1evels and types of use made of the 11brary For school 11brar1es,%‘
the" 1eve1 of students and the types of mater1a1s may be explored. Type

of use: 1is generally measured by the program employed as des1gnated by the

v

-code "mn" w1th1n the c]ass1f1cat1on structure. It should be noted that

) _~the'specia1 und school Tibrary components are still in the developmental N
. . B _ - , N

stage.
The genera1 code for users of library programs is #.7.nn.200, where
"g" is the type of 1ibrary,and "nmn" indicates the programmatic’category.

This classification para11e1s the code ¢.2. OO'for target group. Since |

descr1pt1ons of‘the users: are t1ed to the type of 11brary, the type of//

4
11brary is 1nc1uded in the code. However, programmat1c funct1ons are

\.

not specific and are therefore listed as "mn," a]]ow1ng sLbst1tut1on at

23

the appropr1ate time.

—
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TERMS ABOUT - THE USERS OF LIBRARY. PROGRAMS Page No. of Definition
' et.7.11.200 USER GROUP 270
.201 Census date ’ o
.202 Headcounts of user group - 204 - .
t A )
t.7.nn.210" USER GROUP IDENTIFIERS/TRAITS :
.211 " Individual identification 268
v~ .212 Age ranges S ' - ) 16T
0 t k ) ‘

.213 Sex : 262

.214 Race/ethnic identification 249
.215',_Handicap category ‘o 203

-+ .216 Language proficiency 212

.217 Disadvantage status N “1gs

) 1.7.nn.220 ACADEMIC LIBRARY USER GROUP = 159
.224 Academié'student counts of user broup 160

Academic student_]éve] 160

Undergraduate students N 160

Graddate students 160~
Nondegree/nondiploma/noncertificate students B 160

~ Academic student major program 160

.225 Academic institution employee counts of user grodﬁ EN - 188

- Research'(instfﬁction) employes ' . 252
Oiscipline/subject matter ) 252

- Level of research’ involvement 252

Other academic institution employee 188

.229 (Other academic library user group 159

o -7 .1 {3 ()

ERIC -~




22 .

" TERMS ABOUT THE USERS OF LIBRARY PROGRAMS _ .

I Page No. .of Definition

CODE .
t.7;m.200.
2.7.m1.230

.3
T -
- - .234
v ! .
-
.239
3.7.1m.240
R o .288
’ ~ .245
.249
H . "
.4.7.1n.250
5.7.nn.260
.é62
.269
6.7.m.270 .
.272

(S
ERIC

Aruitoxt provided by Eic:

5C300L LIBRARY/MEDIA CENTER USER GROUP

fuﬁiéTEﬁva (continued)

- 1

PUBLIC LIBRARY USER GROUP. o S

Educational éttainment (of adult librSPx*user)

Egg]oxggnt\cafégogx'(of adult 1ibrary user) &

Family income (of adult library user)

- pther public library user group

School graas or yéir enrollment of student user

<

har 4 -
Headcounts of schonl employee user group

Other school library/media center user_.group

SCTAL LISRARY SERVING AN INSTITUTION OF POSTSECONDARY
ZDUCATION USER GROUP - : '

(see descriptors for academic 1ibrary user group) -

e

SUECIAL LIBRARY IN THE PRIVATE SECTOR USER GROUP

Headcounts of parent iﬁ;titution employee user group

Research (instruction) employee
Level of research. involvement _ : .
Discipline/subject matter - -

Other employee ,

Other special library user group

SPECIAL LIBRARY MAINTAINED BY AND .SERVING A GOVERNMENT
AGENCY- USER_GROUP S -

Government bfffcials who use library

-

247

e oo
245

246

287 5
256

258 | ]

'. 204

"~ 256

266

266
- 204
. 252

252

252

188

266 g

266 L

263
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| Page No. of Definition,

CODE  TERMS, ABOUT THE USERS OF LIBRARY PROGRAMS

.
<

<

t.7.nm.200 USER GROUP (tontinued)
6.7.m1.270 SPECIAL LIBRARY. MAINTAINED BY AND SERVING A COVERNMENT
\ .. AGENCY USER GROUP (continued)

4 = PR . ) y v N N ~-

.27331Headcdﬁnt of agency'empjoyeg'usér éroup

! Research (instruction) amployee

Leve] of reéearchAinvoTvémént
-fi‘Dj$cip1ine/§ubject metter
Other emplovse * :

. ' .274 Contractors to the agency in user group

- .279 Dther special library user group

v ¢ 6.7.nn.280 INOEPENDENT SPECIAL LIBRARY USER GROUP

- : (categories of target group should be self-defined)

6.7.nn.290 OTHER SPECIAL LIBEA%_E USEZR _GROUP : .

. (categories of target group should be self-defined)

. . -

~

~

204
252

282
- 252 .,

188 & 7.

266 .

266

266 .

266



el oy E - s S 2 - .- ; . : ’
T e, ' U : . : - /
R . 3 PR : . ) T - .
A - . N -124- ,,
. . . . - . !
) N ) ¢ S i ':A :__ o . N :
. . o ) 3 - R . . . B . - i
i . KR . . . [N
; . . [} . S

. 0utcome or Performance Measures =~ . S &

/i
Outcome measures represent a major component of management 1nforma-

tion; one wh1ch is d1ff1cu1t to art1cu1ate and measure. In rea11ty'/

d1v1s1ons w1th1n a 11brary ex1st ‘to carry—on a number of act1v1t1es

These act1v1t1es are trans]ated into obJect1ves which shou]d be quant1— ‘
!

fﬁab]e and comb1ne to form programs Outcomes are measures of the resu]ts,

.

1mpacts, or consequences of programs wh1ch represent what the 11brary

 sets out to do._ ‘i .,'": _ ; o _f o A//a' ' .-

i
. From'a pract1ca1 standpoint,. the meas urement of impact codt1nues to

be e]usive, 1f not 1mposs1b1e. Examp]es of outcome measures that are

. concerned w1th impact illustrate the comp]ex1ty of outcome measures For
examp1e the dollar va]ue of 1mproved\dec1s1ons or the 1mpa§t of the 1nter- |
11brary 1oan program are 1ntr1cate and.d1ff1cu1t to measure/ Th1s is most
c1ear1y exemp11f1ed in the academ;g or schoo] 11brary where the’ concept

- of impact of the- 11brary is 11nked d1rect1y to the assessment of educa-
t1ona1 outcomes or resu]ts of the educat1ona1 program. /@n this case, it .
is 1mposs1b1e to d1sassoc1ate the 1mpact d1rect1y attr1butab1e to-the -
11brary and that linked to 1nstruct1on G1ven these obv1ous comp]ex1tTes,

- = . the concept of outcomes has been translated w1th1n th1s structure into

terms of performance measuresf—a decidedly more rea11st1c concept to

!

codify and measure : . _'»/

-

Performance measures represent a set of measures that assess the |
11brary s level of ob3ect1ve atta1nment Performance measures ‘have two '
- perspect1ves--1nterna1 and external. The 1nterna1 perspect1ve relatés -
| to ‘the level ‘and adequacy of performance that are managerna] concerns of

'dthe 1ibrary. For examp]e the error rate of personne] and f1sca1 trans—‘

y actions -is a management concern. In contrast, the external perspect1ve
) T .h 4
LS . ’iJ.'} o
ERIC . =« ‘ , 3
A v proviea o eric v/ r
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. of performance concerns the ab111ty of the 11brary and tts act1‘1t1es to

meet the needs of the users. An exampAe of a- performance measure from

- -

this perspective is the user sat1sfact1on w1th information services.

As is read11y apparent from the d1scuss1on thus fqr, the area of

A"

' outcome/performance measures s’ one that is yet deve]op1ng Nonethe]ess, _

‘a number of criter1a can be ISolated as cr1t1ca1 to 1nst1tut1ona1 perfor-

Lo
y &

mance. These cr1ter1a 1nc1ude"’

—
.

- policy effect1veness
N

,‘ 2.' operations effect1veness (1nc1ud1ng user sat1sfact1on)
N 3.. resource effect1veness
) - 4. budgetary controJ . -
5. work environment/staff morale
6. Staff"competence | -
7.. productivity ) )
8;. accgracy J
m9. timeliness

e

These perfOrmance variables are applicable to each of theufunctionaT

o
-

6 -areas of the Tibrary. The idiosyngratic nature of'performance measure-
ment, and the fact that outcome/performance measures must. be c]ose]y

11nked to spec1f1c obJect1ves of the 1nd1v1dua1 11brary prec]ude d1ctat1ng

spec1f1c performance measures. Th1s c1rcumstance necess1tates a very .

- 'indiyidua]ized approach to the_deve]opment of outcome/performance mea--
surement. " ' o
' 2]

By way of examp]e, a. number of poss1b1e performance measures are

prov1ded here:

1. Policy effectiveness: percent of reference Questioné answeredT‘
by reference collection; percént of circulation that is re-
newed; user satisfaction with circulation policy. .

o

.
‘' B . M o5
' ' @ . . A L
Lo . .
. - . .
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' . . 2. Operations effectiveress: user sq;iéfaction with ]iBrany pro-- -
o .. grams; percent of interTibrary loan borrowing. requests filled
Coe through first crannei queried; number of order requests by -

) users for materials already on.order or in collection; percent

i h g -

of purchases ‘which circylate within a year of receipt.

B - : S e o

3. Resource effectiveness: percent of..grant/contract -applications .
“awarded; percent increase of current year revefues -over previous
Cyear. TSt - T T

. \ : . R .
4. Budgetary control: percent of total budget spent during .years;
: : _ percent of materials acquired at less ‘than publisher's stated -
eo. T price; operating surpluses arising from provision-of user '
L .. copying services. _ S R .
_ _ 2 ‘ : - <. .
5. - Work envirggnent/staff'morale: employee satisfaction;-averaﬁe
: number of sick days taken per employee; employee-turnover rates..

6. _§£aff'competence:'experience in jobs; userdsafisfactipn"with

librany-employee‘attitudes. - _ RN

<«

7. Productivity: amount of activity performed. per doilar expendi- "
ture or service months of personnel. . T LT
8. Accuracy: percent of reference questions answered accurately;
‘percent-of items reshelved correctly; error rate in circulation
- . records; error rate of catalog entries; percent of total col-
léction recataloged due to ipaccuracy.- ' '
9. Timeliness: lag time between receipt of reference question and
" response; percent of interlibrary loan borrowing requests filled
.within user specified time; percent of total purchase -orders
: .- issued that are out-of-Stock; number of days required to cataloy
..« " the backlog; percent of items requested while in cataloging -pro-
+ -cess; median/modal elapsed time required for physical processing.

ance'each of;thgse ﬁerforﬁance measuresf{s7tied to a programmatiéf

.fdnctiph, each Eppkopriate function i% éodéd.. Thé géneral code fp; per-_.x_'

o :"fdrmanee is £.7.h£.805 wﬁere."t” 1nd{catgs the type of 1ibrar¥,ﬁﬁﬂ_"nﬁ"_
indicates the programmaticfcgtegories. B | ! Co

| :gge;ifiCally; c-aésific;tion of performance Teésdres»is as follows:

lft ' t}pe of 1ikrary S '

.7 ﬁ,;program Qat code'

A

t1.nn ;pfbgramﬁatic function, level 1 or.level 2

Y

s

‘"t;7.nn.8¥’“'9éﬁfafhance measure. code A
'£.7.nﬁl80 ‘performaﬁcé Variab1e, 1-throtgh 9 as.listed above -

Q . . o .

‘ TR S . : 1.9'::
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% fOoDE OUTCOME"OR PERFORMANCE MEASURES OF THE LIBRARY Page No. of Definition °
s ) ﬁ . ) . . i ‘. . ) o . -
£.7.n,800- OUTCOME OR PERFORMANCE MEASURES' .M. 238, 23 - -
' £.7.m.810  POLICY EFFECTIVENESS ; 7 ~234
. , P o v L .
“* £.7.nn.820  OPERATIONS BFFECTIVENESS R L
. £.7.nnB30 . RESQURCE EFFECTIVENESS = o A EEEEEN - S
) 8 C .' . o T e . o ., . >
£.7.71.840 . BUDGETARY CONTROL : . 23 T .
5.7.71.850 . WORK ENVIRONMENT/STAFF MORALE - 4 R N “om. .
£.7.nm.860  STAFF COMPETENCE . P TE ; < S
SN . , ' : ' '
. . .5.7.mm.B7977 PROBUCTIVITY ., T 234 '
't.7vm.B880 * ACCURACY ‘ S C 235 -
£.7.11.890  TIMELINESS - B o 235
. ' * . ] .~. - ’ N |, . . l.
‘ I - i : -
. {
1 - \ -
- - , " ‘
<:l
. | o "
: . d
1 . i ) /
' A . i
3. -
13 - ’ 1
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' maJorlfacets of data--co]]ect1on and use. As underlined in ear11er - b

: . . o
1 2
. Q

... & . CHAPTER.V o
" REPORTING' AND RECORDING

L .

Introduct1on | MRS

) (:5 ’

Having comp]eted the structure of 1nformat1on and hav1ng out11ned

ot

L4
the 1ntended uses of th1s Handbook, 1t 1s appropr1ate to evaluate two

chapters of th1< handbook\ spec1f1c determ1nat1on of the types of data

oz e

to be co]]ected at the 1nd1v1dua1 library 1s 1arge1y dependent upon the

o

h ;wmtypes of data uses and requ1rements of that sett1ng. Therefore, spec1f1c

-

-
co]lection techn1ques and spec1r1c uses cannot be fu]]y documented 1n

/

" such a broad gu1de as the Handbook Howe!er, a number of general gu1de-
7
11nes and suggest1ons for data co]lect1on and use shou]d be addressed.

-

Princ1p1es of Data Co]]ect1on and Report1ng N ' E

/

In order to ensure accuracy and ut111ty in a system of data,va num-

7

_ ber of gu1de14nes shou]d be observed The Amer1can Nat1ona1 Standards

';;ﬁ*Institute (ANSI) Z39 Subcommi ttee on Library Stat1stk\\ Z39 7) has

ienumerated severa] bas1c principles of data co]]ecf1on and data presen— h
tation. The fol]ow1ng six general pr1nc1p1es are prov1ded here w1th

comments- (in italics) re]at’ng these to the Handbook

1American Nat1ona1 Standard for L1brary Statistics, Draft for Discuss1on,f
- T978. Members of Subcommittee 7 are: Ellen Altman, Indiana Un1vers1tv, o

LEvelyn Daniel, 'Syracuse University; Ronald Dubberly, Seattle PubJic-~
L1brary, Jan1ce Feye-Stukas, M1nnesota Office of Publdic Libraries:

L. James Schmidt, State Univeisity of New York at Albany; and Kather1ne )

Emerson, Cha1r, Un1Vers1ty of Massachusetts Library at Amherst

>
.0
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General Principle 1;;Agreemeht of Expenditure Categories with other °
Reporting Categories. )

. " The same categories should be used for expenditures as used in the
rest of the report for staff, resources, services, etc.” Every '
'category-in which expenditures .are to be ‘reported should also be
.separately identifiable.-. .. . C

-

‘ (Thié\principie has been accommodated within the Handbook by the
use of gtandard categories and levels of detail common' to both
program measures and resource measures. ) " .

"General Principle 2:° Need for Estimates,

If an exact figure is not available for.a, particular dtem, but the
amount is known to'be greater than zero, the library should enter
an estimate of the amount and indicate that the figure is an’esti-
mate by parenthesis ( ). : . : A

(While'eétimateg are of particulor importance'where ihfbfmqtibn ie
 unavailable, such-estimates should be based upon rational assess-
ments; estimates which are gressly inaccurate sﬁgu?dﬁnqt be re-

ported.) . e “ -
General Pfinciple 3: Accountability of Categories. -

Reporting should be.iﬁ mutually exc]usivehcéteépries insofar as
possible, so that total resources, expenditures, etc. can be derived
from subtctals listed by categories. ) B

(Both the classification and glossary stress elements of information

. which are both mutually exclusive and additive; caution should be

- exereised, however, when combining data, such as %umber of titles,
from groups of libraries, if such data may be duplicative from

setting to setting.) ‘ N : - .

General Principle 4: Collections as Resources.
Collections should be treated insofar as possible as resources that
are available to users as intellectual resources independent of
physical format (so that, for example, .one 1ibrary's holdings of

a particuTar series of 20_volumes is listed as the resource efjuiva-
lent of another library's holdings of the same series in the form’

of reels of microf11m or a number of microfiche).

‘ \ . .
(Collections are handled as resources within' the context ~f. the .
structure of information. Both measures of physical dimensions and .

- intellectual content are provided. The former is necessary For
such management concerns as facilities planning and equipment

‘access; the latter is necessary to .provide a measure of collection

content.) :

"~
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R GeneraT Princip]e 5: Equ1pment Required for Nonpr1nt Mater1als

Where nonprint mater1a1 can become access1b1e to ‘human users on]y

when amplified, projected, or magnified, the equipment necessary

for this purpose becomes an integral part of that collection and
"~ should be considered in relation to the materials. : .

‘ - . " : . ! . .
. (Equipment, in genmeral, is considered as part of the resources
SN avazlable,, to the library throughout the Handbook. While those

pieces of equipment required to accesg nonprint matemals are not
 considered to be a part of the collection resources of the library,
 -the classzfzcatwn structure employed allows for appropriate links
to be made between materials types and reZated equzpment )

GeneraT Pr1nc1p1e 6: Report1ng of Income in all Forms.

A1t income should be reported, whether it comes in the form of money
or in-kind materials, or services, provided by the’ regular budget,
by government subsidy (e.g., CETA employees, workstudy stuaents),

by volunteers, donors, or whatever source. ‘

. (While such d reporting rigor may be deswable, evzdence suggests
that this pmnczple, aZthough sound, is impractical. The value
of donated services and donated materials, for example, needs to.
be considered in context. The basic question of value ig dependent
upon whether the library would have procured such materials or
gervices ordznamly For this recscn, the Handbook examines only
those services provided to the library which are szgm,fzcant to the
library. In the case of donated materials, examination is given to
the volume of materials acquired and kept through gift. Services
and other itemg which are provided t through govermment subsidy or
other source of income ave considered as.income to the library, if
such services or items are szgnzfzcant to the Zzbrary )

-

A few ddditioealepoints about eate collection shdyld}be made. Céf—

| teinltype§;bf infb%mationegatherieg--such as that about users and perfor--
g mance--may 5e too burdensome to incorﬁoeate into routine data collection
- aétivities,  Due to the'c6Sts associated with collecting information, data

j‘collectidn can be keduced through sampling methodologies, and sampling

j éhegld be preferred over extensive data collection. For certain informa-

;'tidn; however,'sampling is inappropriate (e.g., for,personne],-financia], .

| and'facility éata). The 11brary'adhinietrator should be aware of those .

f-deqa collection activities which are conducive to Samplihg, and follow

- o 4
appropriate methodologies.
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In order to aVofd dup]icative co]]ection,activities and to guarantee
a higher degree’of accuracy in data collection aétivities, it is of bar-
t1cu1ar importance to identify su1tab1e data co]]ect1on p01nts within the
library. Increas1ng1y, library automation prov1des data by- products which
. are usefu] to management information. For this reason, the library manager
_ should tap- th15 capac1ty for 1nformat1on and avond unnecessary manual’ data
co]]ection routines. In manual systems, it is 1mportant 'to note that
- 1nformat1on is most accurate at the source;’ thus, data cd]]ection‘routines
shou]d to the extent poss1b1e, be prov1ded as by- products of the 11brary S

\1

“activity.

F1na11y, better information is to be preferred over more 1nformat1on
In determining the types of data to be co]]ected at the 1nd1v1dua1 library,
information should be gathered only when and where Justif1ab1e, and not

for the simple exercise of data collection.

e

Guide to Levels of Reporting

As indicated ear11er, this Handbook. is not dntended to ‘dictate the

_types of data co]]ected by the 1nd1V1dua] 11brary or by groups of libraries.

I
However, in an effort to identify the 1nformat1on needs at nat10na1 and

statJ levels, an attempt has been made to isolate those types of data
x

|
whicr are requ1red at the 1ocal 1eve1 to meet the perce1ved 1nforrat1on

needs of external agenc1es and organizations. . F1gure 4 prEsents an over-

" view of the types of data which are suggested 'as meeting the needs of

Varying levels of data collection. N1Eh1n this context, e]ements iden-
t1f1ed and def1ned in this Handbook have been detailed at Level III of
this f1gure, comb1naﬁhons of these elements are 1dent1f1ed in Leve]s I
“and 1II. This broad exam1nat1on suggests the types of data which m1ght be

des1rab1e at state levels 1n Leve] II and at rational 1eve1s in Level I.

- 140
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 FIGURE 4

LEVELS OF ENVIRONMENT MEASURES: EXTERNAL SETTING
"2 AND INTERNAL ORGANIZATION - -
LEVEL [ LEVEL I1 LEVEL T11
IDENTIFICATION ADENTIFICATION IDENTIFICATION

°

Corpcrate name of parent organization

ANSI Standard Library Identification Number (SLIN)

Location
Address

u.S. congressiona] district

State senate district

State legislative district

Standard Matropolitan Statistical /Area

City
County

State/territory

v

LEGAL CONTROL/IDENTITY

LEGAL CONTROL/IDEATITY

LESAL CONTROL/IDENTITY

Federal/dominion
State/province
Territorial .
School district(s)
'ounty/borough

N

Public

=Public

Regional '

Municipality (city, townshi P
etc. ):

QOther

Proprietary
Independent, nonprofit
Affiliated with a religious

Private

Private

grcup -
Other

s o PR s vy v

Other

Other

LIBRARY TYPE

Academic libraries

Other

LIBRARY TYPE

Academic libraries —————-—

‘] Public libraries

Public Iibraries---;----1

LIBRARY TYPE

University
Other

Two-yéar
_{Four—year

Urbdn
’tRural

Elementary school
Junior high school
Middle school

School -1ibraries

School libraries

141

Secondary school
Other schoal

or counties)
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LEVEL I L . LEVEL II . . LEVEL III
LIBRARY TYPE .. | LIBRARYTYPE LIBRARY. TYPE

- rlaw Tibraryfin an academic

| e " T institution
f - ' _ LMedical/hedlth sciences library
' . - in an academic institution

-Special libraries in -Engineering and sciences library. -
academic institution in an academic institutic
settings -Theology: 1ibrary in an _caci.:”

o institution

LArts and humanities ~ibrary in
- . . . I an academic instituiion
- : Lother special 1ibrdry in an
‘ : ’ academic_ institution

-Special Tibrary in trade and
professional organizations
_ . . (including trade unions,
N ’ ‘ county bars, technical -~
. societies, and other trade -
N o el . . and professfonal organizations
TTte— . -Research and- development
' S o LSpecial libraries in the organizations
. private sector LMarketing organizations
Special libraries 1 Lproduction organizations
: L8usiness and service organiza-
tions (including banks,
hospitals,:law firms, and *
other business and:service
organizations)
LOther special libraries in the
_private sector E ) :

rSpecial libraries in Federal

agencies? .

Special libraries in state
agencies

Special ,iibraries in local
agencies

[special libraries in :
Federal, state, or locale—
" government agencies -

3
- Independent 1ibrarigs————-—=Independent libraries
Lother special Hbraries-——Other_" special libraries
RELATIONSHIPS.TO OTHER 'i”"'RELATiONSHIPS TO OTHER ° RELATIONSHIPS TO OTHER
ORGANIZATIONS AND OTHER ORGANIZATIONS AND OTHER * ORGANIZATIONS AND OTHER
LIBRARIES LIBRARIES . LIBRARIES
g Cooperative endeavors I .
) Identi fication of cooperative, network, or consortium
o Corporate name of-cooperative, network, or consortium
f

I\,

4
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r

s

LEVEL TI' .

LEVEL III

" RELATIONSHIPS TO OTHER

vt

~en

" ORGANIZATIONS AND OTHER
LIBRARIES

Number of cooperating
1ibraries in each

RELATiqﬁSHIPs T0 OTHER
ORGANIZATIONS ‘AND OTHER
LIBRARIES

3

Number of libraries in
region, state, etc.

RELATIONSHIPS TO OTHER
ORGANIZATIONS AND OTHER
LIBRARIES

~Academic tibraries

Public 1ibraries

-School libraries

-Special libraries in an acadsmic
institution setting

LSpecial 1ibraries 1n the private

- sector .

cooperating in each—

cooperative, network,

or consortium

cooperative, network,
or consortium

Special libraries 1n Federal
government agencies .
-Special libraries in state
government agencies
-Special l1ibraries in local
government agencies
-Independent 1ibraries

LOther cpecial 1ibraries

~

Other

Activities sponsored by coopérative, network, or consortium
Collection development services
Materials acquisition »

- Materials preparation .4
Interlibrary loan :
Information serviges

L s

.SERVICE OUTLETS AND '
FACILITIES AVAILABILITY

Faciiities availabildty
(total hours -~ number

of service outlets)

SERVICE QUTLETS AND .
FACILITIES AVAILABILITY

rNumber of service,Outletsf--

SERVICE POINTS AND. .
SERVICES AVAILABILITY

Facilities availability.
(total hours =~ number
“of service points)

lTotal number of hours
annually that service
- outlets are open

SERVICE POINTS AND
SERVICES AVAILABILITY

1

s

£d
Kt

lTotal number of hours

[Number of service pointsammut

" SERVICE OUTLéTS AND
FACILITIES AVAILABILITY

Central (main) library
Number of branch libraries
Number of bookmobiles/media

mobiles - :
Other service outlets

Number of hours annually that
—: that each service outlet is
open

SERVICE POINTS AND
SERVICES AVAILABILITY

-

. ~Number of service points

within central (main) library
ymber of service ‘points :
within branch libraries
Number ‘of bookmobile/media
L mobile stops,
Number of -service points
within other service out]ets

uamber of hours annually that

annually that service
points are open >

each servi@;‘pﬁini is open . .
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LEVEL I . LEVEL IT . -~ LEVEL III -

COLLECTION AVAILABILITY - = | COLLECTION AVAILABILITY COLLECTION AVAILABILITY

!

‘Collection -availability

|-Number of discrete  _____L_Number of discrete collections
(total hours = number .

col lections

of co]'lections‘) . - LTo:::‘u:’i]u{\l;e:hgz' hours_'_;__Numer of hours a"i'; g’ual.ly that
/ collections are open : ea;h collection ‘is open
k)
. }
®
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LEVELS OF MEASURES: 'TARGET GROUPS

LEVEL II

LEVEL III

. | TARGET GROUPS OF ACADEMIC
‘] * LIBRARIES

rUndergraduate headcount '\

LEVEL I
-~ TARGET>GROUPS OF ACAUEHIC
LIBRARIES
.
Enroliment
a

.

Institution employees

»

~Graduate headcount

LNondegree/nondiploma/ e
noncertificate students -~

-Instrdctiona]/research

TARGET GROUPS OF ACADEMIC N
LIBRARIES

Undergraduate enrol]ment by
discipline .

-Undergraduate enroliment by
status (fu]]-t1me. part-time)

_[Graduate-enrollment by discipline
Graduate enroliment by status-
(fu11-time, part~time)

-Nondegree/nond1ploma/noncerti-
ficate students .

Instruct1ona1/researcn personnel

personnel headcount

-headcount

TARGET GROUPS OF PUBLIC
LIBRARIES

TARGET GROUPS OF SCHOOL
LIBRARIES

i

-Other eﬁpioyees headcount___.

L by discipline
Instructional/research personnel )
by status (full-time, part- t1me):

_{Othé? exempt employees :

TARGET GROUPS OF PUBLIC
- LIBRARIES.

Primary service area

.| Population of primary service area

TARGET GROUPS OF SCHOOL .
LIBRARIES :

<

Average daily membership

v /f‘;.

Nonexempt émployees

TARGET GROUPS OF PUBLIC
LIBRARIES- .

" TARGET GROUPS OF SCHOOL -

LIBRARIES
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LEVEL III .

LEVEL I LEVEL II
TARGET GROUPS OF SCHOOL fTARGET GROUPS OF SCHOOL TARGET GROUPS oF SCHOOL
LIBRARIES ' LIBRPRIES

| Lowest and highest grades

or years

LIBRARIES

Grades represented by

Grade enroIIment or year piacement

-Prekindergartgn
-Grade 1
-Grade 2
~Grade 3
-Grade 4

tGrade 5

-Grade 6

il
TQRGET GROUPS OF SPECIAL
LIBRARIES:
N\

\>

BN

reporting school

TARGET GROUPS OF SPECIAL
’ LIBRARIES ,

-Grade 7
-Grade 8 )
hGrade 9 - [ ¥
-Grade 10 )
-Grade 11
-Grade 12
-Over grade 12

Employées of parent organization

.| Affiliates of parent organizationz

Other users

I'\‘Q

16

-Ungraded

1 year

2 years

3 years

4 years®

5 years

6 years

7 years

8 years

g9 years or above

TARGET GROUPS' OF SPECIAL
LIBRARIES

4

<

K]
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Aruitoxt provided by Eic:

LEVEL T

'LEVELS OF MEASURES: COLLECTION RESOURCES

\‘ ' ' "' ) | R ’
\ “

C‘LttCTION DESCRIPTION

LEVEL II\ ” LEVEL III . .

COLLECTION OESCRIPTION COLLECTION DESCRIPTION

. :
~Books . Books

ArPer1od1 is (bound; unbound)
Newspaper

Books and other print

N mater1als E

Ny 4
./" 3

Serials ‘ '
L - 3+ | Lother serials (bound unbound)

Vertical filg materfals ™
Pamphiets (nod in vertical files)
Other prfnt materials -

LOther print materials ————e—

Microfiche or micxofilm card
Microfiim

Microform

—Microform Ultrafiche

LOther microform matekials

. . Audiocard
. FAud1odisc
~Audiorecordings Audiopage
. Audiotape
N o Other aud1orecord1ngs‘

» . rComputer printout
-Computer materials L‘1agnet1c storage"

Other computer materials

‘ Videotape ,
fElectronic display material——pVideodisc ‘
R . Other recorded electronic d1sp1ay
material

Other materials

P .

-

.
ol

- }Projected and magn1f1ed Motion p1cture fiim' (reels)
: mater1a1 ‘ T FSiides ELR

S , Other projected and magn1f1ed
. material

_{Filmstrip reels/filmstr1p sets

. - | ¢Pictorial representation (atlas,
- chart’, map, picture other
| pictor1a1)
o T A Score
LOther material = T?ree-d1mensiona1 material
' Vo i Kits '
. : L » }Braille material g i
‘ : -Manuscripts © ’
“Other material -

Titles of books.and bookstock

- "

Titles of periddicals and other serials | L ' ~,

Titles of otner print and print facsim11e

~
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o ' ' LEVELS OF MEASURES: FACILITY RESOURCES
AT '- : CLEVEL II - LEVEL .ITI
o ‘ . R *
ROOM USE CATEGORIES ROOM USE CATEGORIES 1 ROOH, USE CATEGORIES
. : : ) . ' Assignable square feet of:-
A _ -Classroom and laboratory
Assignable square feet Assignalﬂe square feet ____ | facilities .
of user area - of user area’ General use facilities
: Study facility (reading/study
i . _ . ' room, user 1nformat'lon arpa)
T ‘Assignable square feet . Assignable square feet __ ggggksta;k/read‘lng room ;
of stack area ~ of stack area ) Off-site storage area
Assignable square feet Kssignable square feet ‘,’:;ﬁ*“f"‘?]{:c”“_y
of work area » of work area ce tac 4
. _ : . _ her support‘lng facﬂity .
h Other area ‘ —1 other area : Other area S
. . CL, ) 4 : Linear feet of shelv‘lng 4n 3
.o o o . ‘ Main library - <
Linear feet of shelving aLinear feet of shelving me—— g;:f:?é"g:g:;:g area
' ' f o . LOther service outlets
N . “Seating capacity in:
o ' B . | rHain library
. { Seating capacity L e————1—3eating capacity —————t==Branch 1ibraries
1 - - .o ..« } Lother service outlets.

"5 K . . - ]
o A

. i | : o Handicap access
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LEVELS OF MEASURES: FINANCIAL

"

LEVEL I : . LEVEL II . LEVEL III
L — _ — - ; ’
FUND: SCURCES (INCOME IN - FUND SOLR{ZLS- (INCOME IN . FUND SOURCES -(INCOME IN
U DOLLARS) | oouarsi T . DOLLARS) .
. S - ‘ - . T
' - dawal & . " | [Federal appropriations
| Federal sources j— i Faderal sources T LFederal contracts and grants

*

~State appropriationz

State sources . -” State sources — ~{State contracts. and grants
. ) 3 " ‘ Lo —_— Local or regional app{‘qbriatioﬁs
Local or regional source.._L L.oca1 or Fregional. sources _'{Local or regional contracts
. N ‘. and- grants
. >
'Revenue sharing . Revenue Sharing Revenue sharing
-P_r-ivate contracts and grants—p—=Private contracts and grants
. -Generated income — — Generated income
- - -Endowment income Endowment income '
. | Other'sources jum Private gifts and Private gifts and
' ; : _ -contributions . - contributions
. /\ :S)th,er income == . . ?Eher i_ncome -
. “Transfers-in— Transfers-in
(4077 % TYPENDITURES ‘ OBJECT OF EXPENDITURES " | O0BJECT OF EXPENDITURES -
‘ B - ' Exempt employees |
‘ : ['Sa]"ief and wages —{Nonexempt employees
Personnel costs | oo e ,']' . -
. ; ] _rExempt employees
) . Fringe /b.enefits ‘ {Nonexempt en;plgye'es
Equipment" rental

T Sup'pHe's and services—.——-—ECbnfracted labor
: i : I Other supplies and services

Plant operation and . * - . )
maintenance - ———t=Plant operétion and.n_xain:t?nance

. ) Other operating costs : [Noncapital equi pment—————t—Noncapital equipment

»
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| | .
» .
) : . ” e ¢ . : . )
CLEVEL L el rr. LEVEL 11D . _
OBJECT OF EXPENDITURES OBJECT OF EXPﬁNDIfURES .. | 0BJECT OE/EXFE/DITURES
v -
' - B “EEE;;;;tures for:
Print material ‘
: . . Periodicals purchased on
. _ ) subscription o
-.ijbra;y d'fl‘:t?'”@]?-——-f Other print material purchased a
~ expenditures . on subscrjptioh . = -
. . ' Microform material _ -
_Current gollect1on ' - .Other matgr1a1 o, )
expenditures ' LLeased cdllection mater1a1 ‘
: » expanditures . -Leased collect1on mater1a1
J'//ﬁ - . ' . | L - . »=Binding and reb1nd1ng (exc]ud1ng
e - ' Co]1ect1on maintenance ______| | salaries of library ersonnei
S - . expenditures . Materials conversion
) : -, - , .| Lother collection ma1ntena ce
P . _ . expend1tures

-1 > - Current-fund éxpend1ture§ | plew branches._ ‘ .

i Capital costs ’ ;- for capita] assets {other current-fund expenditires -

for capjta] asse;s “

-

- A ’

ATIN
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LEVELS OF MEASURES: PERSONNEL'
Y ‘ ’
LEVEL II

-4

LEVEL IIT.

EMPLQYEE CATEGORIES

Exempt (ﬁFofessional)

EMPLOYEE CATEGORIES

_ managerial -

employees - -

Nonexempt - (other) |

lspécial_st/11brai1an

EMPLOYEE CATEGORIES

|—Execut1 ve( administrati ve/——-—--Executi ve/admi n'l strative/

managerial .

Librarian w2 o Co
Media specialist

LOther specialist

rLibrary technician o
Media technician = |

Techinical

employees, -

N

SALARY LEVELS OF EXEMPT’

CEMPLOYEES (FULL-TIME ONLY) -

LOther tachnical

rSecretarial/c1er1ca1

-[0ffice/c1gr1cal

LPage

Service w

Donated services :

Contracted services

. Student assistants

Sox
Male
- Female-

‘I Racial/ethnic categories

Handicapped. status

SALARY. LEVELS OF EXEMPT »
EMPLOYEES (FULL-TIME ONLY)

: Servjcg

.

" SALARY LEVELS OF EXEMPT .
EMPLOYEES (FULL-TIME ONLY)

!
[ Below §7,000 $15,000 - $15,999 | ~. ' ' o
$7,000 - $7, 999 T 5$16,000 - 518,999 f, -
£8,000 - %8,999 $19,000 - 821,999 | . -
- $9.000 - $9,999 . 522.000 -~ 524,999} ¢
S]O 000 - '$10,999 - $25,000 - 529,989 oo
"$11,900 < 511“999, $30,000 - 334,999
512.000 < $12,999 © . $35,000 - $39,999 o
$13,000 - $13,999 - $40,000 - 544,999} - : > )
. N $14,000 - 514,99? $45,000 and above Y .
]by Bgadcaynt.'sqrviée mohths. and/or staéus'(fg]]-time_or paré-fime}y )
< ] N . ey Mt " . ot ~
£
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LEVELS OF MEASURES: ACTIVITY

LEVEL II

LEVEL 111

Lwa.rxx\\ - -

© Y7 ACTIVITY MEASURES -

ACT® ITY MEASURES © -

. Directional transaction

-

.

Reference transaction

Reference transaction e

.

- .2
Group transaction

~| Group transaccton®

ACTIVITY MEASURES"

Directional transaction-sae——e=spirectional transaction

Cataloging information trans-
action.

-Readers or research advisory
transaction

Fact-finding transaction

Literature search transaction

Community referral -transaction

Other referral transaction

LResearch and analysis transaction.

L1brary tcm"2

lectures? 2

Media presentations C
Storybook hours2 W
Other group presentat1on

3

Filled interlibrary loon lending reguests

"Items requested through interlibrary loan

]

Subscripticns received

Suhcﬂpﬁoﬁfmcﬂvw

Number of current periodical’
subscriptions received -
- (including duplicate titles)
umber of current newspaper
subscriptions received
“(including duplicate titles)

Number of other current serial
subscriptions received
){including dup11cate titles)

Number
Number
_ Number

* | Number
: Nunber
Number
Titles
Number o

Number

Number

of books in print acquired
of .other print materials acquired
of nonprint materials acquired

units
units
units
units-:
units

of physical
of physical
of physical
of physical
of ‘physical
of domestic
acquired -
of unfque subscriptions maintiined

of gifts .received and.retained
of joint acquisitions

of government publications acquired
of foreign publications (other than 'government documents)
publications (other than government documents)

Lo ‘;,Zby headcount attendance and number of transactions

O

ERIC

Aruitoxt provided by Eic:
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; Presentation of the Data
Presentatlon of the data about 11brary programs and resources depends
5 upon the purposes and requ1rements of the information. Typ1ca11y, for
g report1ng purposes, a standard format is emp]oyed by the. agency or orga-
?'nizatjon'requesting dnformation about the 11brary. However, for certain
§_purpdse$--for’examp1e, presentations to the‘barent‘organization or to the
g‘cdnstituenqy'of'the 1%brary--the:]ibrary manager may wish to organize the
' i data in a manner mdre'apprOpriate to the andience}and to the purposes.of"
the presentation. : o ' -

| Combinat1ons of the programmat1c act1vit1es (out]1ned in F1gure 1)
may be usefu] for certa1n types of presentat1on Severa] a]ternat1ve
comb1nat1ons are - ava1]ab1e and can be selected for vary1ng purboses
Combination of mater1a1¢-re1ated services- (i.e. ,fhesource D1str1but1on
Services; Techn1ca1 Serv1ces) prov1des the 11brary manager with a picture
;'dof those ]arge]y 1nventory and hous ckeeping funct1ons of the library. °
~ Similarly,’ content or: informa 1on—re]ated act{v1t1es (1 e., Cultural, '
Educat1ona], and Informatiom Se vices; Col]ect1@n Deve]opment Serv1ces)
can be separated. Th1s ]atter c0mb1nat1on h1gh11ghts those 1nformat1on |
‘,_act1v1t1es wh1ch are usefu] to promoticn purposes -

A]ternat1ve1y, those activities which are bas1c to the prOV1s1on of

1nformat1on and 1deas regard]ess of the source or format of that 1nfor-.

- mation (i;e., Cultural, Educational, and Information Services, Resource -

‘ ’D1str1but1on Serv1ces) can be 11nked for other purposes useful to the

11brary manager. In this manner, a]] funct1ons of the 11brary can be

‘ ,v1ewed as the man1pu1at1on, storage and prov1S1on of 1nformat1on to

meet the needs of the library user. Uo1ng th1s ]atter conceptual base,

the programmat1c categor1es are grouped accord1ng to deve]opment ‘and



' - ‘ T ) .
° _ - \\ V ‘]46"
= L
mainténance of the resource, (i.e., Collection Developmept Services;
Technical Services) and the use’of these resources or service activities

‘”“”W(i.e.,:Rssource'Di;t;ibution Sérviceé; Cultural Educétiona],fand Informa-
_‘_tion;éér$ices){ Fidure 5'di§p]ays:these a]té}ﬁéfive,;ombinaéions of'pro-
: ﬂgrammatic activities. The manner in.which these'pqograhmatié'ac?}vities'« .
are,combined or. prioritized ‘is Teft «to 1oca1_optioﬁ, based uﬁon'po]it{cal )

- and promOtioﬁéi‘Qééds.|

_ Figure 5 )
RELATIONSHIPS OF PROGRAMMATIC CATEGORIES

r'$f~jzf"f-~.-.____~=n " Content-Related | Materials-Related

4.

. , Cultural, Educational, esource )
Direct User Services and Informational _ Distribution
s Services T Services
Collection :

Technical Services

Indirect User Services Deve]opmentvServices

Support Activities Administrative Services .

P

Difficulties Associatedeitﬁin ﬁeﬁortigg 0 Cy
Ihgre are a number of'éreas of ihformation which require fdrther
cdnsideratjon'in the_cohtext of reporting. These areas afé associated
‘ with accépntihg for gervicei and'products.which éfé mu1ti-sourced or

multi-purpose. An‘obvipus example is computer support which assists a

variety of programs within the ]ibréry.. Increasingly, bibliographic data
. ‘ . . . . P

4Adapted from.Emerson, Katherine, presentation at first meeting of the
Project Review Group, Chicago, April 11-12, 1978. Results of discussion’
of Virginia Cesario, Susan Crawford, Ronald Dubberly, Shirley Echelman,
Katherine Emerson, Janice Feye-Stukas, Jan Keene, Scott Kennedy, Mary Jo
Lynch, Elinor McCloskey, Nick Osso, Jim Riley, and Eldred Smith. -

-

15
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‘ hases are empjoyed.simultaneously in materials,acquisition; cataioging{
. .and reference. Under these circumstancesz the expenditures associated
with these data bases may not be directly 1inked.toranyasingle'program.
within interna] systems,'these expenditures can be examined separately
'from direct .program expenditures; however,'in reporting to external agen-
cies and organizations, accounting for ‘such expenditures is usua]ly not
.clear. Idea]]y, the’ ]1brary manager would be ab]e to prorate the expen-
d1tures for computer support ‘systems on usage factors and product cost
However, un]ess the computer system is able, as a by-product, torproyide
specific use data;<such information is cost]y to collect. WOrk sampling
methodoiogies are ava11ab1e if the library- manager wishes to pursue pro-
. ration of costs_ based on use. At this time there e no clear-cut
vdirecﬁ<ons on how best to apportion these costs when report1ng to external
agenc1es and organizations about the program costs of the iibrary _For
this*reason, it is obligatory that data co]]ection‘hgencies specify the
: manner in which'such information be reported.. |

an

 Similar prob]ems are/associated with the services of'systems or
cooperatives provided;to the indiVidual'iibrary. ‘Such services may
include information and referral bachup, interlibrary loan switching,
rotating collections, and other services whichsdirectJY.bénefit the mem-
ber libraries, but whose costs cannot generally'be apportioned directly |
to any single library. Un]ess such services and the related costs can
be identif. 1 with a 51ng1e member library, 1ncome and expenditures at
the system 1eve1 should be accounted for as a”system cost. At a minimum,
reporting ofisystem"costs and services should be consistent. That is, a

system library and member libraries should jointly agree to the manner

in which system operations will be reported.
_ _ >



Summary -

w -148-

Joint’ or. shared acqu151t1ons between two or more - 11brar1es present

: add1t1on’1 reporting dilemma. N]th1n the context of the Handbook, ‘it is

recommended that Jo1nt or sh red acqu1s1t1ons be 1dent1fied and reported i
separate]y. However, -in reports which do not accommodate data about

joint or shared acquisitions,ﬂthese libraries should decide upon an *
.Sy .
i

: appropriate,apportionment of joint acquisitions in-order to avoid dupli-

cate report1ng
F1na11y, network1ng and resource shar1ng have on]y minimally been

;dent1f1ed by th1s Handbook While the pieces necessary’ to. eva]uate

'part1c nat1on ih networks, consort1a, and cooperat1ves are 1nc1uded in

the system of information, no att tempt has been made to Tink these data

'to describe and assess part1c1pat1on in these endeavors. Methodo]og1es

f;and def1n1t1ons are deve]op1ng to accommodate these 11brary support sys-

tems and shou]d be 1ncorporated intp the- report1ng systems of the indi- '
W1dua1 library as they become ava11ab1e The reader.is directed to ‘the

Survey of Library Networks and Cooperat1ve L1brary 0rgan1zat1ons being

' conducted by Value Eng1neer1ng, Incorporated, for the Nat1ona1 Center for

Educat1on Statistics and to A G]ossa;y for L1orary Network1ngﬁdeve]oped

by Dataflow Systems, Inc.

/

'It has been the intention of this Handbook to identify and define

: ;the data necessary to meet the management 1nformat1on needs of. the

11brary adm1n1strator, to respond to the report1ng requ1rements of

externa] organ1zat1ons and agencies; and to ass1st 11brar1es w1th 1nfor-

'mation exchange. It s not poss1b]e within: a single handbook to address
'§ every element appropriate to all settings-in the library commun1ty.

i Rather, the Handbook provides a basis from which'indiVidua1 libraries,

15¢
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“vor grodbs of 115raries; can begin tb refine and ada;t-the concepts pre-
‘sented” to meet the1r 1nformat1on needs. SihiTar]y,.it.is difficu]t to
prov:de a system wh1ch w111 address s1mu1taneous]y the needs'of the maaor
research 11brary and the sma]l rura] 1;brary Thus, the Handbook has taken
a middle .course, with the hope that the basic concepts can be adabted to o
meet the needs of either extreme. - T o \

In summary, it is hoped that the Handbook will be v1ewed as a start-
4ing po1nt~~not the end p01nt-—of the development of a“]anguage for 1nter—-
- organ1zat1ona1 dommun1cat1ons There are many prob]ems yet 1nherent 1n

. the report1ng and recording of 1nformat1on, some of which have been .

identified here.  These areas require furthe“ 1nvest1gat1on in order to

. provide.sqlutions. Despite these acknow]edged constraints, the Handbuok

sprovidee_a'SOUnd_a‘ thorough basis for the library administratir to

have a valuable management {too?.







' ,_;bas1s,for ‘data co]lect1on efforts. - The eiements def1ned here1n have been -

A |-

‘ INTRODUCTION

The fol]owing g]ossary is 1ntended to prov1de a gu1de to the data

. e]ements which are useful for record1ng, report1ng, and exchang1ng data -
-,about 1ibrary resources and library programs * These e]ements and related
Adefinitions are equa]]y 1ntended for data collectors at Federa1 and state

“levels as a basis for 1dent1fy1ng measures of 11brary services, and as a

identified and classified. in Chapter 1V, Structure and Classification of

) Informat1on

The 1ntent1on of th1s glossary is not to’ advocate the types of data

: <
to be co]]ected by the individual 11brary, but rather prov1des a guide

to the d°f1n1t1ons for categor1es which’ the 11brary manager may w1sh to

select as part of 1nterna1 management systems;‘ Therefore,'the data def1-'

nitions supply a foundation for information exchange among libraries
whﬁchhempﬁoy these definitions, and will ddea]]y ensure comparabilityU

and compat1b111ty among data co]]ected at various 1evels and by var1ous

'~«organ1zat1ons

Tt

The reader shou]d keep in. m1nd this context from wh1ch these e]ements

‘were drawn These def1n1t1ons are not 1nc1us1ve of 11brary science, °

educat1ona1 technology, or re]ated f1e1ds -Rather, the " e]ements are

-

. adm1n1s+rators and are structured on the concepts presented in th1s Hand-

'and the def1n1t1ona1 content of the g]ossary, is fundamenta]]y tied to
Ny the 11brary community. It is not 1ntended to be app11cab1e to other
‘commun1t1es nor to address def1n1t1ona1 requ1rements in other sett1ngs

\.’ Further, it should be recogn1zed that the 11brary commun1ty is itself

"

-

y =

'selected 1arge1y from the management 1nformat1on requ1rements of 11brary e

;nbook In 11ght of these spec1f1c purposes, .ne term1no]ogy emp]oyed here,
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dvnamic, that new termmno]ogy -and def1n1t1ons need to be evo]ved to
accommodate innovat1on | _ |
F1na11y, thewpurposes of these def1n1t1ons are not to d1rtate the
manner 1n wh1ch a 11brary is organ1zed nor to prov1de a view of the
methods by- wh1ch the act1vit1es of the 11brary are to be conducted
Instead, these def1n1t1ons provide a bas1s for 1anguage with wh1ch to
commun1cate data and concepts about the library among a variety of orga— -

n1zat1on§ -A def1n1tlon cannot ref]ect the 1nterpretat1on of a term by

_ every 1nd1v1dua1, rather, it prov1des a s1mp1e formu]a by wh1ch to trans-

mit data with the understand1ng that these data are (to the extent possi-

ble) comparab]e.

ﬁl

Structure and Scope of the G]ossary

—

" The g]ossary 1s arranged in a]phabet1ca1 order and based upon c]ass-
1f1ed categor1es Thus, for examp]e the personne] resource descr1ptors
-, are grouped together Such an approach ensures that a]] categor1es of
1nformat1on perta1n1ng to a maJor head1ng are 1nc1uded (e g. s sources of f’
.income), and that categor1es are mutua]]y 1nc1u51ve S1m11ar1y, the use’n'
of c]ass1f1ed 1ndex a]]ows for aggregat1on of data- e1ther for 1nterna1
‘or. report1ng purposes Other approaches were exp]ored and found useful B

for some purposes However, w1th1n the context of the Handbook the

fo] ow1ng was preferred - An a]phabet1ca1 11st1ng is. prov1ded in the

7 1ndex of the Handbook wh1ch refcrences terms: emp]oyed in the g]ossary

In order to ensure that levels of aggregat1on are poss1b1e and that
the g]ossary is f]ex1b1e enough to. accommodate new concepts and termi-  ©
nology re]at1ng to the 1ibrary, ‘a subcategory of "other" is used exten-a"
s1ve1y throughout the g]ossary ‘This subcategory allows for further |

d1v1srons as necessary to meet the needs of the 1nd1v1dua1 11brary, and

160
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e

ensures that all possible forms of a category are included in reporting.

5and 1nformat1on exchange

Cross~references are made to minor head1ngs under major c°tegor1es

For example, BOUND PERIODICAL See Per1od1ca] under MATERIALS FORMAT

.d1rects the 'reader to the entry in the g]ossary--MATERIALS FORMAT--and

the subcategory Periodical. Capitalized terms indicate major entr1es 1n

: the g]ossary To the extent possible, acronyms have been avoided in the'

<

g]ossary, as have proper names., 1nd1v1dua1 corporat1ons, and agenc1es

Fas

Sources of-Definitions

o ‘Tﬁe'definitioné}impToyed in this g]ossarvaere drawn from a variety -

of sources which are enumerated in-the. Tlast sect1on -of th1s glossary,

Author1t1es for Def1n1t1ons These sourres, where emp]oyed are cited -

after each def1n1t1on as app]1cab1e C1tat1ons followed by an aster1sk

(* ). denote a var1at1on from the original def1n1t1on
Spec1a1-commendat]on needs to Pe g1yen to Roberthrase, for. his-com- . "~ .

© .pilation in the draft document GiOSSarx;of,Library»Statistics.Terms.(un-

qublished) and’to the'memberezof the statistics committees of ‘the American -

L1brary Assoc1at1on for: their rev1ew ‘of Mr.' Frase's work.

Un]ess otherw1se stated ‘the National Center for H1gher Educat1on

1

Management Systems (NCHEMS) is so]e]y respon>1b1e for the def1n1t1ona1 .

content and;termino1ogy of th1s glossary. The fo]low1ng NCHEMS sources

_were employed:

.51, ~A Glossary of Standard Term1nology for Postsecondary Education,
C 1978 79

2. A Manua] for Budget1ng and Accounting for Manpower Resources in.
Postsecondary Education, SeconH'F1e1d Rev1ew Edition, 1975.

T 3. Adult Learn1ng Act1v1t4es: A Handbook of Terminology for Classi- -

fying and Describing the Learning Activities of Adults, 1978.
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Higher Education rac111t1es Inventory and C]a531f|cat1on ha1ua1,
\Eechnlcal Report 36,.1973. | .
5. Higher Education Finance Manual, Technical Réport 69, 1975.
o 6. Information Exchanqe Procedures--Data Formats and Def1nit1ons,
‘ ' ‘Technical Report 64 1975. .
7. Library Statlatlcal Data Base Formats: and Def1n1t1ons, Nork1ng

Document for Field Rev1ew, 1977. ° N

, 8. Program C]ass1f1cat10n Structure, Second Ed1t1on, Techn1caL
Report 106, 1978. :

9. Program Measures, ‘Technical Report 35, 1973. o j
' i

10. State Leve] Informat1on Base--Data Formats and G]ossary, F1e1d

Review :Edition, 1977. L . R
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. ABBREVIATED CATALOGING See Brief cata]ogingfunder CATALOGING ACTIVITY

" ABSTRACTS:_ See™ REFERENCE COLLECTION

C ACADEMIC COURSE LEVEL : The ]eve] of offering for instructional courses at
* institutions of postsecondary education ‘Course levels are assigned-
relative to the intended dejree of complexity or expected level of stu-
dent comprehenSion rather than the student level of those enrolled in

. the course.. The course 1evels included within each discip]ine category
are: :

i _’. Lower division: Course offerings at a ]eve] of comprehenSion usua]]y

© . associated with freshman and sophomore students .

2.. Upper diVision. Course-qfferings at a level of comprehension usualiy
associated‘with'junior or-senior students. Jointly -offered upper
division and .graduate courses should be ciassified as- upper division.

3.. Graduate/professional division: Course offerings of a ]eve] of
- comprehension usua]]y associated with post- bacca]aureate students.

4.. QOther: A course ]evél to be used - in Situations where the preVious
three course 1eve]s are not appropriate ,“J

ACADEMIC DISCIPLINE/SUBJECT MATTER See DISCIPLINE/SUBJECT MATTER.

~

v ACADEMIC FACULTY See RESEARCH/INSTRUCTION EMPLOYEE

o ACADEMIC LIBRARY: A ]ibrary forming an integra] part of a co]]ege, univer-

“  sity, or otheracademic institution  for postsecondary education,. organized
and administered to meet the needs of stugents and faculty of the insti-
tution. (5)* Academic libraries can be, categorized into” the following
‘types of postsecondary_institutions according to thé Federa] Interagency :
Committee on Education (FICE) Coda: . .

N Academic Tibrary in a maJor~doctora] granting 1nSt1tut1on¥Lin1V°P-
o 1tXF A Tibrary in an institution granting-a. minimum of 30 doctoral
- - Tevel degrees (iricluding, first- professiona] .degrees in health.
" sciences--medicine, dentistry, etc. )s and granting such degrees
in three or more-doctora] ]eve] program areas

2. ‘Academic ]ibrary in.a comprehenSive co]]ege A ]ibrary in an insti-v
tutian in which the number of ddctoral level degrees granted is
less than 30 or in which-fewer than .three doctoral-level programs:

-are offered, but which grants a -minimum of 30 post- -baccalaiireate
degrees and grants degrees in three or more post-baccalaureate
programs, or. confers over 50 percent of its degrees at the post-
baccalaureate level in three or more programs; and does not confer
over 50 percent of its degrees in selected program areas. ’

D A
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"5~ ACADEMIC LIBRARY (continued) e o ,
3.  Academic library in a general baccalaureate college: A library in

an institution in which the number of post-baccalaureate degrees -
-, granted is less than 30 or in which fewer than three post~bacca- .

" Jaureate level programs.are offered, but which grants a minimum of
30 bacca]aureajé~degrees and grants degrees in three or more programs
dr confers over 50 percent of its baccalauredte degrees in inter- "

" «disciplinary 'studies. : T JET

. . ‘ . [ .o . N ! .
‘4. Academic library in a specialized or professional institution: A
o in an.institution that awards at.least .the 'bachlor's degree
__ and thgawards at least™50 percent of its degrees in a single area
- -of specialzation. Specialized institutions include, for example,
'« divinity schools, medical schools, engineering schools, busingss
and managéme§t schools, art, music, and design.schools, .law schools,-
~teacher's coldeges, and U.S. service schools. . -~ _ L

- 5. Academic library in a two-year coT]gge:-A 1ibrary in an institution-
that cpnfers degrees or awards for.the first two_years of.college:
" work, but does not-cohfer degrees at the baccalaureate, master's, °
or doctoral level. In addition, the institution may offer programs,
- . courses, and awards for less than; two years of work. Institutions = -
with’ a two-year upper division program:do not fall in this category
because they grant baccalaureate degrees. ‘ o .
. 6. Academic library in a multi-program occupational/vocational school: "
& Tibrary in an institution, sUch as a business or trade school or
. technical institution, which admits as regular students only persons
who have completed or left elemeritary: or. secondary school-and who
hdve the :ability to benefjt{fﬁbm the training offered by the insti- -
tution, and which -is ]egaﬁﬁy authorized to provide, and provides
within the state,.a program of postsecondary vocational or technical
education designed-to fit individuals for useful employment in -
. recognized occupations. (13) ! . e o

74 - Academic library in a single program occupational/vocational school:
A Tibrary in an : ..itution that awards degrees in only. one of the
. major occupationa. aizas. It may offer training.in several occupa-
,tional programs .i.hin a major occupational 'or vocational area.-

Academic library in another institution of:'ostsecondar ‘education:
ibrary in any institution of postsecondary education not defined
nop:identified aboye~ N . g -

ACADEMIC LIBRARY TARGET GROUP: Those persons’for whom the services and ~
” collection resources-of the Tibrary are intended and who are eligible ,
for these.- §uch target groups generally include members of the academic’ ,
comiunity shich the library serves, and can be categorized according
- tc the following: - . T ' .

1. :UndeﬁgradUafé-students:-For some purposes, it is appropriaté'to_
further refine this category to- reflect lower division and upper
_ .division students. - .. e .

. ()' K - * - o v
- 4 . . o . , .
t B - ) ’
‘ . . R
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ACADEMIC LIBRARY TARGET GROUP (continued) Lo

2. Graduate students: For some 11brar1es, it is appropr1ate that stu-
dents 1n profess1ona1 schools be distinguished from other graduate -
students. _ : ;e
% : o L@ A

3. Nondegree/nond1p1oma/noncert1f1cate students : ’ -

4. 'Research/instruction employeds

9

I3

"5. Other employees of the academ1c 1nst1tut1on ,' -" o

ACADEMIL LIBRARY USER GROUP: Those persons e1ther within the 11brary s
target group, or other, who actually utilize the services or resources
of the library. ' Types of academic library user groups, correspond to
target group descr1ptors, and may also include affiliates and alumni of
the academic institution, persons affiliated with other academic insti- _
tut1ons, and the res1dents of the community in ‘which the ibrary ‘resides. /s'-,

-

ACADEMIC MAJOR: See ACADEMIC STUDENT ‘MAJOR PROGRAM

ACADEMIC REPORTIN& UNIT STRUCTURE: The type'’ of organ1zat1on that identifies
the academic institution for report1ng purposes. - Types of structures -
1nc1ude . : _ . "
. A\ '\‘ ’

1. S1ng]e campus institution: A postsecondary-education 1nst1tut1on
that conduets its programs at a s1ng]e site.

2. Parent institution/main campus: ‘Usually the location of the core,. .
pr1mary, or most comprehensive pragram (in institutions cons1st1ng ;h:?j
of a main campus and one or-more branch campuses). Unless the — ~ a
institution-wide or central administration office. of such institutions.
" is reported to be at a different location, the main campus is a]so
‘ .the location of the central adm1n1strat1ve office. .

3. Branch campus: A campus. or d1v1s1on of an- organ1zat1on that is.
"organized on a.relatively permanent basié (that is, has a re]atnve]y
permanent administration); that.offérs an organized program or -,
programs of study (as opposed to courses ), and that is:located"in
-a community different .from that in which its parent organization is ,
located. Being in a community different from ‘that "of the parent g »\
“institution means that a branch is located- beyond a reasonable ' ’
,%om?ut1ng distance_ frem the" ma1n campus of the parent 1nst1tut1on
18)*

° < oo P \

-4, Campus in a mu1t1 campus system: An adm1n1strat1ve1y equal campus
"in a complex of two or more- institutions, each separate]y organized '
: . or “independently compléte, under the contro] or superv1s1on of a
‘ ‘ s1ng]e adm1n1strat1ve body. .

2

5. - Central office: The administrative body or coﬁbonent that supervises -
N  the various admihistratively equa] campuses in a mu1t1 ~campus system P

. 6. Joint 1ibrany: A1l ary that serves two or ‘more academ1c 1nst1tu- '
tions or one institution and a part of another. (21) -

>

LIJV‘ . . . N . .
El{l(j ' : o ' S 168 : .
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ACADEMIC STUDENT COUNTS: Number of students, usually on a profile (point-
in-time).basis.” The fdllc-ing types of counts are used:, o

1. Headcount: The unduplicated number of persons attending thé academic
Institution as stidents. WUsually used in recording ‘and reporting

by student characteristic such as full-time/part-time status, level,
or discipline. Co ’ - '

2. “Full-time equivalent (FTE) "counts: An FTE student position is the

: . 'equivalent of one student carrying a full load of courses. Insti-
et ) tutionally agreed-upon conventions convert headcounts into full-time
“equivalent counts. Usually used in recording and reporting, by unit/

department of instruction or by student major program.

ACADEMIC STUDENT CREDIT HOURS: A unit of measure that represents one stu-
dent engaged. in an activity for which one hour of credit toward a degree
‘or other certificate is granted upon successful-completion. Total stu-

dent credit hours for a course are calculated by multiplying the course

.. credit-hour value by the number of students enrolled in the course.. %-
Academic student credit hours should be categorized by discipline/subject

matter and by course level (e.g., lower division).

ACADEMIC STUDENT. LEVEL: The proportion of total requirements the student
has obitained toward the completion of the degree/diploma/certificate .
program ‘in which he or she is enrolled, according to the number of years |

_normally required to. obtain.them. This includes: :

1. Undergraduate students: This category includes a]]lstudents who afe '
“enrolled in programs leading to an associate degree or bachelor's
- degree or in an‘equivalent occupational or vocational program.

2. . Graduate students: This category includes all students_.who hold a

" bachelor's cegree or. the equivalent and (a) are pursuing a master's. !
or doctoral degree, or (b) first professional degree, or {(c) are in | .
a special, unclassified visitor, or other status, or (d) are pursuing’

- an Educational Specialist Certificate, degree, or coordinate inter-
mediate-level degree program, or (e) are enrolled for additional
course work for research as part of an institutionally defined post-
doctoral program, or (f) are medical interns and residents.’

. 3. Nondegree/nondiploma/noncertificate students: This category includes
’ alT students who have not.been admitted to a general or specific
course of study or-a program in the institutiorn at the: completion
. of which a degree/diploma/certificate is awarded by the institution.
Such students may be enrolled in credit and/or noncredit courses.
These students should not be confused with "undeclared majors"
. admitted to degree/diploma/certificate programs or students in

other similar "holding" categories.. .-
N ACADEMIC 'STUDENT ‘MAJOR PROGRAM: The student's primary field of emphasis
N as offered by the institution. Note that the field of study may fall
R . within a single department of the institution or may overiap severa.
« departments. - A student's major program-may also be Tisted as undeclared
.- A4f the student has not yet determined or specified hisf@r her major
. -.program. - ' . ‘ )

- , - 1606 , ‘ -
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ACADEMIC YEAR: The-period.of the regular session, genérally extendiag from
September to June; usually equated to two semesters or trirmesters, three
quarters, or the: per1od covered by the 4-1-4 plan. See a]So PREDOMINANT
CALENDAR SYSTEM

" ACCESS: See Handicap access under BUILDING IDENTIFIERS/CHARACTERISTICS,

AgILICYION RESDURCES FAC ILITIES AVAILABILITY and/or SERVICE AVAIL-
T .

.EACCOUNTS PAYABLE See’ L1ab1]1t1es under FINANCIAL RESOURCES.

ACCOUNTS RECEIVABLE: See Assets under FINANCIAL RESOURCES.

~ ACQUISITION COUNTS: See MATERIALS ACQUISITION COUNTS.

FACQUISITION SERVICES: See Materials achJs1t1on services tnder PROGRAM-

MATIC ACTIVITIES. : .
ACTIVITY MEASURES See PROGRAM MEASURES.

_ACTIVITY RATE: See Act1V1§y me2asures under PR”GRAM JMEASURES.

ADDED COPY: An added copy is a duplicate of material already in the library,

if it is added, or to be added, to the librar:. .ometimes called dup-
Ticate, and several added copies may be known 's mu1ﬁ1p1e cop1es (1)

ADDED VOLUME: An added volume is a new volume in.a numbered series or
title a]ready in a library, and which voiume is added, or to be added,

to the 11brary

' ADMINISTRATIVE SERVICES See PROGRAMMATIC ACTIVITIES.
: ADMISSIONS REQUIREMENTS See MINIMUM ADMISSIONS REQUIREMENT.

ADULT SERVICES: See PUBLIC LIBRARY USER DIVISIONS.

. AFFILIATED LIBRARY: See SERVICE OUTLET.

AGE RANGES: Based on the chrono]og1ca1 age of each individual as of some
spec1f1ed date. The following age ranges are suggested for group1ng
. varjous types of individuals:

.For elementary & secondary s*udents For postsecondaryjétudents
- . . E
Under 5 years 12 years old Under 16 3ear§
5 years old 13 years old ) - 16-17 -years |
6 years~oid -+ - 14 years ¢i - 18-20 years
7 years old - 15 years ¢." 21-24 years -
8 years old 16 years .o\ . 25-34 years \
9 years old 17 years old 35-44 years
10 years old - 18 years old 45-54 years s
11 years old Over 18 years old : 55-64 years - \\

65 years and over

B Y
o

T
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AGE RANGES (continued)

N For employees ~~ For general population
Under 25 years ~ Under 5 years * - ]
25-34 years 5-9 years - :
35-44 years 10-14 years
45-54 years . 15-19 years
55-59 years " 20-24 years
60-64 years - 25-34 years
65-69 years 35-44 years
70 and ovar 45-54 years
55-64 years

65 years and over

AIDES; See Office/clerical employee under PERSONNEL RESOURCE CATEGORIES.
ALLOTMENTS: See CURRENT-FUND REVENUE CATEGORIES. . | ‘

AMERICAN,NATIONAL STANDARDS INSTITUTE (ANSI) STANDARD LIBRARY IDENTIFICATION
NUMBER (SLIN): Seg'LIBRARY IDENTIFIERS. . :

AMORTIZATION: See DEPRECIATION/AMORTIZATION.

IAPPROPRIATIONS: Sea Governmental appropriations under CURRENT-FUND REVENUE
CATEGORIES. ' ] . — .

APPROVAL PLAN: An order with-a vend.. for all titles on a certain subject,
or by a certain author. The library has the right to return the materials
ordered on approval within given time limits. (14)* See-also BLANKET
PURCHASE ORDER. : T

AREA: See ASSIGNABLE.SQUARE FEET (ASF) and/or.GROSS SQUARE FEET (GSF).’
AREA OF SERVICE: See PUBLIC LIBRARY PRIMARY SERVICE AREA.
© ASSETS: See FINANCIAL RESOURCES. .

ASSIGNABLE. SQUARE FEET (ASF): The sum of square feet of all assignable
" area. For a single room this involves the sum of all areas located
between the principal surface of the walls and partitions at or near
floor level. Space occupied by alcoves, closets, and built-in shelves
opening into and serving the room ordinarily should be included. Areas
of columns, doorswings, and impaired headroom and space occupied by
heating devices may be ignored. If, however, any of these structural
features constitutes a large loss of usable space, the .area should be
deducted from-the square feet measurement of the room. See also GROSS

SQUARE FEET (GSF).
 ASSOCIATE DEGREE: See HIGHEST DEGREE OFFERED/OBTAINED.
'ATLAS: See Pictorial representation under MATERIALS FORMAT.

AUDIOCARD: See Audiorecording under MATERIALS FORMAT.

0. S 168




AUDIO DEVICE: See EQUIPMENT TYPES.
* AUDIODISC: See Audiorecording under MATERIALS FORMAT. " -

- AUDIOPAGE: See Audiorecording under MATERIALS FORMAT.

AUDIOPLAYER: See Audioc devices under EQUIPMENT TYPES. X
AUDIORECDRDER: See Audio device under EQUIPMENT TYPES. -

AUDIORECORDING: - See MATERIALS FORMAT.

|
AUDIOTAPE: See Audiorecording. under MATERIALS FORMAT.
AUDIO?APE DUPLICATOR: See Audio devices'under EQUIPMENT TYPES.

AUDIOVISUAL EQUIPMENT: See EQUIPMENT TYPES.
AUDIOVISUAL MATERIAL: See MATERIALS FORMAT.

AUDIOVISUAL, RADIO, TV FACILITY: See Special use facility under BOOM USE .

CATEGORIES.

AUTHORITY FILE: A set of records that identifies forms for headings or
access points preferred and actually used in a set of bibliographic
records. Authority files include cross references from variants to the
preferred forms of headings, and 1inks from earlier to later forms and
between broader and narrower terms and related terms.s An authority file
may represent the preferred forms of headings. for an individual institu-
tion, a group of related institutions, or a network of related and/or

- unrelated institutions. (11) An-authority file may be maintained as

.part of the public catalog or separately incorporated for the primary.
use of the personnel of the library. Categories of authority files
include: s

. 1. Hame dUthorﬁty list or file

2. Subject authority Tiét or file
' s . ]
3. ' Serials authority iist or file

4. Combined authority list or file

5. Other authority 1ist or file

AUTOMATED CATALOG: See Online computer catalog under CATALOG.

AUTOMATED NETWORK CATALOG RECORD: See Derived cataloging under CATALOGING
ACTIVITY. :

AVAILABILITY: See Availability under COLLECTION RESOURCES, Equipment avail-
" ability under EQUIPMENT TYPES, FACILITY AVAILABILITY, and/or gERVICE
VAILABILITY. B :

.
&}
»
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AVERAGE“DAILY‘ATTENDANCE*“See SCHOOL STUDENT COUNTS.

———

AVERAGE DAILY MEMBERSHIP: See SCHOOL STUDENT COUNTS

bra,
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i%é"‘ B
‘-—-—f§595§595_§_EE§EEF See HIGHEST DEGREE OFFERED/OBTAINED.

BALANCE See Fund baiance§‘UEHEF=?*NAAcfAt~REsouacas

{‘BIBLIOGRAPHIC DATA BASE: See DATA EASE.
BIBLIOGRAPHY e REFERENCE COLLECTION. - ‘ - o :

~BINDING See ﬂﬁnding and rebind:ng under. COLLEC 10K RESOURCES MAINTENANCE
ACTIVITY

BLANKET PUR ASE ORDER: An order with a vendor for all titles on a certain

~_'subject or by a certain author. Under the blanket order, the ordering
-library rov1des guideiines ior the selection of 1ibrary materials to
the. supplier. The supplier selects all currently published materiais
falling within the guidelines; for the libraries who automatically
purchase, within certain-Timitations,. all books so selected. (14)*
See a] 0 APPROVAL PLAN. .

BOOK: Sée Print (or printed) material under MATERIALS FORMAT.

800K C TALOG: See CATALOG.
BOOK fRADE CATALOG: ‘See Publisher's ‘and book trade Tist under REFERENCE *
C:&LECTION X

BOOKMOBILE: See-SERVICE OUTLET.

BOQKMOBILE STOP: See Bookmobiie under SERVICE OUTLET.

BOOKSTOCK: A 11brary S coi]ection of books, or other materials which are
'é{prepared and recorded in the same manner as books. (5) , .
0

RROWING REQUEST: See INTERLIBRARY LOAN BORROWING ACTIVITY.

P

/BOUND PERIODICAL: See Periodical under MATERIALS FORMAT. . . -
/ BRAILLE MATERIAL: See MATERIALS FORMAT. . |

/' BRANCH CAMPUS: See ACADEMIC REPORTING-UNIT STRUCTURE.

" BRANCH LIBRARY: See SERVICE OUTLET.
BRANCH OFFICE: See SPECIAL LIBRARY REPORTING-UNIT STRUCTURE.
BRIEF CATALOGING: See CATALOGING ACTIVITY. L

" BUILDING IDENTIFIERS/CHARACTERISTICS Descriptors of the-buildings and
plant facilities available to the lidbrary. Such descriptors include:
. <

N 1. Bdiiding identification: The name, location, and other identifiers
of each building and facility available to the library. -
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BUILDING IDENTIFIERS/CHARACTERISTICS (continued) . .

2. .Year of construction: The calendar year in which the original
facility was completed regardiess -of any later date of, occupancy,

2

as in the case of Teased and rented facilities. /

———— 3. Estimated building/facility-replacement cost: The estfﬁated cost
‘ o replace the building-at_the time of the inventory. This should
also include the replacement cost of fixed-equipment within the
building. ) : . T

4. Condition code: The physical status and quality of the building or
Tibrary facility at the time of the inventory, based on the best
‘judgment of those responsible (e.g., library manager, building
planner, architect). The building condition code has the following
categories: ‘

e Satisfactory: Suitable for continued dsg-With normal waintenance.

o Remodeling-A: Requires restoration to present acceptable standards
. without major room use changes, alterations, or odernization.
The approximate cost of "Remodeling-A" is not greater than 25
percent of the estimated replacement cost of the building or
facility. . ’ '

’ , o Remodeling-B: Raquires major updating and/or modernization of the -
' Building or facility. The approximate cost of "Remodeling~B" is
‘ greater than 25 percent, but not greater”than 50 percent of ‘the
- estimated replacement cost of the building or facility.

® Remodeling-C: Requires major remodeling of the bui]ding/ér fapi]ity.'
_The approximate cost of "Remodeling-C" is greater than 50 percent
of the estimated replacement cost of the building or facility.

» Demolition or abandonment: Should be demolished or’abandoned
because the building or facility is unsafe or structually unsound,
irrespective of the need for the space or the-avelability of
funds for a replacement.- This categury takes precederice over _
the above four categories. If the building or facility is sched-
uled for demolition or abandonment, its condition is recorded

5 as category (5) regardless of its condition. '

o Termination: Planned termination or relirguishmént of occupancy
" Of the building for reasons other than uns:.feness or structural
unsoundness, such as abandonment of.temporary units or vacation
of leased space. This categdry takes precedence over the first
~ four categories. If a building is scheduled for termination, its
condition is recorded as "termination" regardiess of its condition.
5. Handicap access: An indicatiomof the number and types of provisions
‘made in the facility to accommodate or facilitate access to the .
library building for the handicapped. This includes ramps provided
for persons in wheelchairs, braille or other guides on elevators
for the biind, and so forth. - .

-
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. BULK BORROWING: The use of a collection of library materialé belonging
to another library or agency. The collection remains under the admin-.
-istrative control of the lending library or agency, although housed
in the report1ng library. The loan period extended to the reporting.
library is generallv longer than typical interlibrary. 1oan or other
circulation. Bulk borrowing may be measured by the number of items on -

. 1oan to the reporting library at the time of the report, the number of .
items received -in such a manner throughout the reporting per1od or the
average number of items on bu]k circulation at any point .in time during

_the ¢ report1ng per1od -

BULK LENDING: The act1v1ty associated-with-lending._ co]]ect1ons or materials
from the reporting library's collection %o other libraries or- agenc1es,‘_;
usually for an extended period of time. .These colle¢tions remain under
"the administration of the reporting library and should be reported with
other collection resources of the reporting library. The number of
items circulated through bul¥ loans during the reporting period, the
number of items on bulk loan at the time of the report, and the average
number of ‘items on bulk loan at any p01nt in t1me during the reporting
period may be counted. .

bt
-t
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[
CALENDAR-SYSTEM: See PREDOMINANT CALENDAk SYSTEM. ”
CAMPUS IN A MUFTI—CAMPUS SYSTEM: See ACADEMIC~REPORTING:UNIT STRUCTURE.
CAPITAL EQUIPMENT: Any equipment iters purchased for more than $500 (or
similar Tower limit established by the institution) and having an esti-
mated service 1ife of more than two years. See also EQUIPMENT TYPES.

CAPITAL EXPENDITURES: See Expenditures for capital assets under EXPENDI-
TURES: CATEGORIES. AND TRANSFERS.

_CARD CATALOG: See CATALOG.

CA .cl: See SEATING CAPACITY. .. ]
CASH: See Assets under FINANCIAL RESOURCES. - -

CATALOG: A set of bibliographic records-generally under control of an

“authority file, which describes the resources of a collection, library;
or network. -It is the instrument by which bibliographic control is

.maintained -for a collection, ligrary, or network, and by which the
relationship between individual bibljographic records canvbe indicated. -
(11)* It is a list in any format, arranged in an established order.
(5)* See also CATALOG RECORD, PUBLIC CATALOG, REFERENCE COLLECTT .,
and/c SPECIAL CATALOG. Formats of catalogs include:

1. 'Card-cafalog; Unit entries on separate cabds,éf the liBrary's
hoTdings which are, arranged in an established order, normally
housed in drawers. (5)* -

2. Book catalog: A printed list of the Tibrary's hoquhgs arranged
In an established order designed to supplement or to replace a card
catalog.  This category does not include special. catalogs of art..

“ exhibits, new acquisitions 1ists, or special bibTiographies.

3. Fiche catalog: A printed 1ist‘on'microfiche of the 1ibrary'évﬁdld-
Tngs arranged in an established order. These lists must be read
“with the acsistance of microfiche readers. :

4. Microfilm catalog: A printed list of .i.c../%im of the library's
‘hoTdings arranged in an established order. - These lists must be
~ read with the assistance of microfilm readers. This category
* includes computer output microfilm (COM) catalogs. . :

5. Online computer catalog: A 1ist of the library's holdings which is
stnred on computer, or magnetic storage, and accessed in a pre-
ds' rmined procedurc. These records must be accessed through a
tersrinal connection to the computer. '

6. Serials lict: A list of periodicals or serials arranged in-an estab-
Tished order, which documents the holdings of the library. These ,
Tists are usually (though not always) in book form or.in a visible
file. ” I e SR

S
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.Z.' Other: Other catalogs of" the library collection which are rot
included in the above. This should not include .special catalogs
of art exhibits, new acqu1s1t1ons lists, or special b1b]1ograph1e

‘CATALOG INFORMAIION TRANSACTION: See. Reference trar:act1on under INFOR-

MATION CONTACT

CATALOG MAINTENANCE AND PRODUCTION bERVICES See Mater1a]s organ1zat1on

and contro] services under PROGRAMMATIC ACTIVITIES

'CATALOG RECORD: A b1b]1ograph1c record that describes a spec1f1c item and _w”m:,

relates it to other items in a file. ~(11) The medium upon which the
record is produced is dependent upon the format of the catalog or file.
For example, a cdtalog card is a catalog record in a card cctalog. See
also CATALOG. ‘Counts which may be maintained for internal management T
purposes include: :

1. Cata]og records produced in-library: Cata]og records are typed,
reproduced, or electronically compiled in the library by library
staff. . ’

-Tie
B .

2. Catalog records produced via external agents: Records are produced
by a vendor, network, or process1ng agent.. S

3. Catalog records added to cata]og ‘Records new to the catalog wh1ch
are interfiled in, or added electronically to, the catalog. '

4. Cata]og records deleted from the catalog: Records relating to a : .
- holding withdrawn from the collection which are removed from the
catalog, manually or e]ectron1ca]]y

5. (atalog records replaced w1th new records: Catalog records which

are faulty, or disintegrating, which are removed or deleted from
- the file, and replaced w1th corrected or new records.

CATALOGING ACTIVITY: Activities related. to the identification and biblio~
graphic description of library materials. See also Materials organiza-
tion and control services under PROGRAMMATIC ACTIVITIES Types of i

: cataTog1ng are: . :

! /
1. Original cata]og;ng_ Determination’ der1ved from examination of the
- physicsl item and Timited information from sources beyond the
~ physical item for the descriptive material to be contained in the
b1b]*ﬁgraoh ¢ record. (25) ‘

2. Deri /ed catalog1ng The c]ass1f1cat1on and desnv1pt1on of an item
using a source other than, or -in addition to, che physical item - .
for ‘bibliographic_information (e.g., Library of Congress cards,

. commercial cards, automated system, etc.). Tnis bibliographic
information may be altered to fit the needs and uses of the library.
Also called copy cataloging. Types of der1ved cata]og1ng may be
distinguished (1f desired) to: A

[N
-
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~ CATALOGING ACTIVITY (continued) Y

2. Deriver Catalqgiﬁg (confinugd)

e Type I derived cataloging: Derivedrcataloging;requiring minimal
revision or adaptation from the bibliographic source in order
to conform to-‘the local cataleging standards of the individyal
- library. S . o . - - a

e Type 11 derived'éatalogfng: Derived cataloding requiring more . ..
. than minimal revision or adaptation from the bibliographic source -
_4in order to conform to the local cataloging standards of the in-

‘dividual Tibrary. : :

A

Sources of”dgrived'cataléging include:

@ Automated network catalog record: A record held by a negwork
‘System containing bibliographic description for library materials .
“usually accessed through a cemputer terminal. (25)* This cate-

gory may be additionally refined to indicate the source of the

. catalog record: contributed from ather members of the network;

~ MARC -tapes or Library of Congress (LC) copy; and other.

e'Cata1oging;;ﬁ-bﬁﬁi?ééfibn‘(CIP):wBib]jdgrthjp record (often
incomplete) of a title found on ‘the title page verso-of the pub-_
lication, and prepared by the Libyary of Congress. .

e Library of Congress (L() card or card copy: Catalog cards, proof
sTips, or register of ctaloging records, provided through the
Library- of Congress. This :does not inctude LC cataloging pro-
vided through commercial card serVices who may empJoy-LC catalc
records along with other cataloging sources. R . )

8 National Union Cata]bg‘(NUC); A register of locations for materials
owned by libraries throughout the country. Included in NUC are
-+ copies of complete catalog records..- ' . :

-4

u -

e Precataloged material: Ah;item'hhich is accompanied by catalog
cards obtaihed through purchase, contract, or agreement™from a
commercial concern, library, or-central agency. (5)* -

" @ Other ‘'source: Card services which provide both LC and.catalog
records other than the above' listed, or other sources not defined
- or descrii-ed above. T ’ ' s

Brief cataloging: The classification and description of -an item-in
an abbreviated form so that the item can te used or-circulated

* immediately. - Also called temporary cataloging, or abbreviated"
cataloging. L ' .

."Y
e

4. Recataloging: The altering of the description 6ﬁ a segment of the
~_-‘catalog and a portion of the library's collection in order to better -
" méet the needs of the library. - . - . '

“V
¢
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~ CATALOGING ACTIVITYo(continued).

IJS,’ Rec]assif1cat1on The process of salactively aTter1ng a defined - o
classtfication scheme to better meet the needs- of the 11brary .

CATALOGING-IN PUBLICATION ‘See Der1ved cata]oang,under CATALOGING R
ACTIVITY ' - . -

CATALOGING SERVICES See Materials organization and control serv1ces . .
under PROGRAMMATIC ACTIVITIES. 7 _ ] s i,—

CENSUS DATE: The appropriate date (year, month and day as app11cab1e) }
for which reported population or popu]at1on est1mates are given. Pty

P

CENTRAL LIBRARY: See SERVICE OUTLET.
CENTRAL OFFICE: See ACADEMIC REPORTING UNIT STRUCTURE

CENTRALIZED PROCESSING CENTER See CONSORTIUM NETWORK, AND/OR COOPERATIVE
ENDEAVOR

r

CERTIFICATE OR DIPLOMA See HIGHEST DEGREE OFFERED/OBTAINED

CHARGE See CIRCULATION TRANSACTION and/or Generated income under CURRENT—
FUND REVENUE CATEGORIES. ;

CHART “See Pictorial- representat1on under MATERIALS FORMAT

- CHILDREN'S SERVICE: See PUBLIC LIBRARY USER DIVISIONS “‘~‘=-;Tew.h;“
CIRCULATION:.The act1v1ty of a 11brary in lending 1ts resources to its '
. clientele. This does not include interlibrary ;end1rg See a]so

Resource d1str1but1on serv1ces under PROGRAMMATIC ACTIVITIES

CIRCULATION SERVICES: See Resource d1str1but1on serv1ces under PROGRAM- ,
MATIC ACTIVITIES . . , \ e

CIRCULATION TRANSACTION The act of 1end1ng an 1tem from the T1brary s
collection to a member of the library's user group for use- generally
(although not always) outside the.library. This activity typically
includes charging (i.e., creating a record of the circulation trans-
‘action and releasing an_item for use outside of the library, either °~ . . |
“'mandaily or ‘electronically). Do not-count renewal transactions (see'. ,
RENEWAL TRANSACTION) or discharging the item (i.e., clearing records ' o
‘to reflect the return of the -item to the collection). This category . .
includes both- general circulation. and reserve circulation. Excluded . -
from this category are équipment circulation transactions (see EQUIP-_ . J
MENT=CIRCULATION TRANSACTION), 1nter11brary circulation transactions - ‘ s
(see INTERLIBRARY-LOAN LENDING TRANSACTION), intralibrary circulatién . -
(see INTRALIBRARY CIRCULATION),.in-house use, dial access transactions '
(see DIAL ACCESS), and bulk Ioans (see BULK LENDING) Categories of - “
circulation transact1on are: Sty - - :
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_ CTRCULATION. TRANSACTION (continued) * A

+ . Y. General circulation transaction: The act.of lending an item from .
' The Tibrary's.general collection to a member of the library's
" - cliéntele for useé-generally (although not'always) outside the
S - library building. - This category excludes limited circulations -
- such’as. reserve circulation transactions, circulation’ to “indirect - .
borrowers (such as. through ‘interlibrary jloan), and circulation of,
equipment. This category does not include renewal transactions. -

- 2. 'Reserve‘circu{ation‘transacfion: The act of lending_an item from - .
‘the Tibrary s reserve collection to a member of the library's e
- .. -clientele for use -outside .the 1ibrary ‘building. Typically, the
i ©~ " reserve loan period is less than that for the general ®ollection.

no 3. Other circulation transaction: The act of lending an item from a
P collection other than the library's general or reserve collectiqns”.
to a member of the -library's clientele.for use outside -the 1ibrary’
facility. “Thi;.;ateéggy may include circulation of material from
the reference collectibn, special collection, or other areas of
collection unavailable through general circulation. . '
— A v ST A T .
~CLAIM: An inquiry placed by the library with a vendor or publisher con-
cerriing items ordered but not received by the Tibrary within a_reason-
- able length of time.  Typically, this activity involves contacting the
“vendor or publisher, and maintaining records regarding the claim. Also
called "orders traced."” o S ‘ '

T L J BN - S
;CLASSIFICATION_REVISION:/See Reclaspification under CATALOGING ACTIVITY.

- ’ L - s i { . [ » , 1 4
~——-—  _GLASSIFICATION SYSTEM: A systematic scheme for thé arrangement qf books

_ © +  and otHer materials_ according to .subject; form, or other characteristic .
(VI (eg.y Jlocation). (1)* T . o —_— .

1. Library bf Congress (LC) classification: An enumgrative systemof—- .. _
. class¥{ication for books and periodicals-developed by the-Library
’of Congress for its collections: It has a notation of two letters
¢ and four Figures that allows for revision by expansion. There is:
no subdivision by form or place. (1, 12)* - :

Dewey Decimal Classification (DDC): The classification scheme _for
books and periodicals devised, by Melvil Déwey,. Which divides human

\ knowledge into ten main  asses, with furthér givision, using.a
decimal notation. The Dewey System.is revised'within-divisjons

and subdtvisions. -(1, 12)* s RO

0~y

3.. Superintenderit of Documents (SuDoc) classification: The scheme of -
Class#tication used by the U.S. Superintendent of - Documents, whg
is responsible. for the centralized control -and distribution of b.s.
- _government documents. It js arranged basically by fssuing agency..
~ _ The.notation consist% of a combination of letters and -numbers:* (12)*.

e . , ! T : . ‘
&." Other classification: Any classification scheme not identified or
defined-above. : S )

. . ' ) -l R .
o . L. { : E :
! . P - . - .
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 CLASSIFIED COLLECTION: See COLLECTION- CATEGORIES.
| " CLASSROOM FACILITY: See ROOM USE CATEGORIES. - PR . S
; _fCLASSROOM TEACHER See SCHOOL LIBRARY/MEDIA CENTEQ TARGET GROUP. o

@‘3 , =CLERICAL EMPLOYEE: See 0ff1ce[g1er1ca1~employee under PERSONNEL RESOURC;~w _ ’
-t CAIEGORIES . — _ _

: CLIENTELE See USER GROUP.

COLLECTION BOOK VALUE: The: actuaT dollar amopnt ‘carried on the 11brary s
records of the book value of the tollection resources (1f ava11ab1e)
&
COLLECTION CATEGORIES: Those groupings- of co]]ect1on resources in wh1ch
/ the 11brary consolidates the collection.: Typically, such collection
groupings are based upon access ‘needs storage requirements, or special
hand1ling appropriate to.typ s of materials.’ Exclude professional col-
' -1ect1oq§_1ntended for use library emp}oyees'only; Collection cate-
gories include: / <L . v :

1

1. ’General 1ibrary collectioni That portion of the library's materiaf_ (\
" resources which is/available .to the library's user.group through :

general circu]ation and"which is-not he1d in a separate“do]]ection.
—

Reference co]lect1on A.collection of- books and other mater1als in
. a library useful for sypplying. 1nformat1oh &kept together for
—— convenience; and generally not allowed to c1rcu1ate outside the
) N "J}brary See also REFERENCE COLLECTION Subgroups are:

9 Ready reference co]]ect1on A‘spec1f1ceg911ect1on of reference

materials, typically of standard reference tdoTs;—set -aside from-
LA

P

the general reference collection, providing information of a - —

Yoo fectua] nature. Examples of materials-.typically located in
ready refererice include almanacs, dictionaries,.and directories.

@ Reférence-files: A 11st or group of records created by the 11brary
staff which cantains pieces—of-information useful to answering
the‘most frequent reference questions. Exclude—the. public cata- :
logs serial lists, or other cata]ogs of the library's ho1d1ngs .

® Vertical f11es A co]]ect1on oF 1tems such as pamph]ets and -
- clippings which, because of their shape and often epheﬁera]
?ature .ar f11ed vert1ca11y in drawers for ready reference ,
5 * ) . T . o

- @ Genera: reférencercollection: All those mater1a1 1nformat1on
sources held in reference co]]ect1ons\other than those 11sted

c Y above

W3
3. (Classified- coT]ect1on That port1on of the .1brary ) mater1als re-
"sources vhich has limited distribution restr1cted by seturity
 classification regulations of the U S. Bepartment of Lefense or ,
. other issuing agency. ‘ . e S

t
| S
\‘3.
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©- @ limited time period. (5)* 7
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LLECTION CATEGORIES (continued) o .

4. Reserve collection:.Materials which have been removed from the
general titrary collection and set aside in a library or media
center so -that they will be on hanrd. for a certain course of.study

.. .-or.activity in progress. Usually he circulation and length of

“Toan of items in a reserve collection are restricted so that these
items will be -available to those usérs who have need of them within

-

v

5.  Nénprint collection: A collection of n rint materials which have
- been removed from the generlal. library co tion. Typicaily,
such collections dre placed in a special envi
~ satekeeping and upkeep of the nonprint material, ;
ready access to necessary equipment for use of the collection.
AJEQ included are rotating or rental tape and «film libraries-’ B
maintained and controlled by the library. . : |

6. Specia11c01fection: A collection of material(s) of a certain form, |

‘L 0

on a certain subject, of a certain period or geographical area,
%hich is more or less general in character. Examples of such

col ections are government documents sections, rare books collec-
tions, Charlie Chaplin Film Library. (5)*

Off-site storage collection: A_co?iectibn'of material which is
generally infrequently used by the library's user group and is,

~J
.

thus, housed separately from the remainder of the collection. ‘Such

off-site storage is typically in a uLuilding away from the library's
" maia facilities, and allows for more shelving capacity within the
library's main facilities. A

8. Other chTection: Maieria]s housed in other fhan the ahove collec-~
tions. ' : . o

LLECTION COUNTS: The reporting and recording of data about the materials

held in the library collection for internal and exchange purposes. See .

 da1so‘MATERIALS ACQUISITION COUNTS and/or MATERIALS FORMAT. For purposes
of counting the collection held by the library, it is useful to examine

. 2. Micrcforms

the. collectioun in at least the following categories of materials format: ~

1. - Print {or printed) materials

- Books and qukﬁtock )
- Periodicals . : . o
- Other print materials ' ' v

e v ————— o St “wre——
-

3. Otheb'nonprint materials

-Depending upon the level of detail necessary at the local level, it

may be uséful tc further refine these categories according to the §ubé
categories listed under MATERIALS FORMAT. For example, among schod’
libraries, it is important.to examine more closeiy the ho]dings of}

_nonprint materials.

180
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COLLECTIO” COUNTS (contInued)

‘D1st1nct1on should be made between thc “c).ov1ng types of collections
he]d by the library: -

1. Mater1a]s which are solely owned by tie reﬁ&rting library

2. Materials which are jointly owned: Those materials held by the i:brary
which are not solely the property of the library or the parent
organization. These materials inciude rotating collections owned
by a system of libraries, materials acquired in conjunction with
another library or other 11brar1e , Or mater1a]s otherwise partial’
owned by the- report1ng library. _

2

3. Rental collecticns orv:.materiais on loan to the report1ng library:
Materials which, although housed by the reporting library, are not
owned by the report1ng librarv, These include materials received
as part of rental coilecticns, on extended *~su to the library from
another library or agency, or on loan fr ‘ndividual.

]

Counts should include:

1. Title: A title is. a pubE atwa wnich forms a Separate bibliographic
whole, whethcr issued in one or several volumes, reels, discs,'slides,
or parts. It apnlies equally to printed as well as nonprint mate-
rials. (19) A title may be distinguished from other titles by its
un1que International. Standars.Rock Number or Serial Number. Esti-
. mation procedures are specified in the U.5. National Center for -~
’ Education S:atistics Library General Information SurVey (LIBGIS)

2. Physical unit: A s1ng1e unit holding ‘«f. the library dxst1ngu1shed
from.oti:er single units by a separate binding, encasement, or other
clear distinci:ion. Ttems bcxed together (e.g., book bags, kits)
should be, counted as “"one.” Gtherwise, each individual item (e.g.,
a‘siide. an overhead transparency, a m1crof1che card) should be
counted as "one." Similariy, a pnys1ca] volume should be counted

“as 'one."

7%

Py

PR

in order to assess the contents of the microform cox]ect1on, it is
advisable to include counts of books, periodicals, and other materials
held on microform, as well as the physical dimensions of the collection.
Both title and volume equivalency counts of materials on microform are
considered approp-iate. Finally, for some purposes, it is advantageous
ﬁfor the library manager to know the book value of the collection, and
of course, scme assessment of the effectiveness of the collection in

Jmer iing the eeds of the targe? popy]at1oq
COLLECTION DEVELOPMENT SERVICES—: See PROGRAMMATIC ACTIVITIES.

3 COLLECTIOH EXPENDITURES: See Collection resources expend1tures under
. EXPVNDITURE CATEGORIES AND TRANSFERS.

(\S] ‘\:
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COLLECTION RESOURCES: The total accumulation of library materials pro-
vided by a library for its clientele. Also called library (collection)
materials, library resources, or library holdings. (5)* Collection
resources are measured in the following types of terms: '

i. Physical dimensions: The numbers, formats and sizes of materiais
held in the collection. Physical dimension is most appropriite
to determining facility needs, equipment nzeds, and ‘associated
planning. Measures used for physical dime sions include:

&~

@ Materials format

¢ Physical unit

e Shelf space utilized

2. Intellectual dimensions: The scope and depth of the collection
resources. .Measures of intellectual dimensions include:

{ R . . .
e Coilection breadtn: The coverage, regardless of depth, of subject
‘matter; the scope (either in subject interest, age, or other) .
of the audience intended by the materials of the collection {this
should not be confused with the intended audience or target g+ou=
of the library); and the overall capability of the collection
zo provide information for a variety of purposes and at a variety
of levels. .

o§ho]1ection depth: The degree to which subject matter contained
- . in the collection (and as identified by collection breadth) is
I represented and the level of the intended audience of the material.
Collection depth closely relates to the capability of the collec-
tion to meet highly specialized, and ofter sophisticated, demand
for information. Beyend the density of coverage (i.e., the number
of titles in each subject covered), special collections, technical
reports, and similar indicators of the intended nudience of the
material need to be considered. - :

3. Relevancy: Relevancy of the collection relates the intellectual
dimensions of the collection re:zurces with the characteristics
“of the library's target group. *n addition, currency of the col-
lection resources, either in interest or in recency of publication,

is considered. ’ oo :

o Appropriate collection breadth: The degree to which the subject
matter covered and the intended.age ranges (or, alternatively,
the degree of acquired knowledge assumed by the materials in the
collection) correspond to the characteristics of the target group.

. . . . . !
8 Appropriate collsction depth: The degree “to which the depth of '
collection--either in-level of subject sophistication or in title
density--correspond to the characteristics of the tarcet group.

v e -
Vol
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COLLECTION RESOURCES (cont1nued) - : /
: /
3. Reieva‘_x,\cont1nued) - SR ' /

° Currency of collection: Collection currency is a function of
interest as well as of recency of punlication dates qepresented
in the collection. Beyond age of the collection and jacquisition
rates, the recency of use of the title needs to be considered:

4. Accessibility: Accessibility refers to the phys1ca1 positioning of

‘ collection materials and the ease with which the user can 1c-ate’ _
desired information within the collectiun. Measures of accessibility

: include delivery time of materials to the library user from the

) ~collection, from off-site storage, and through recall of materials

\ from circulation; the ease with which a patron can 1ocate desired

‘ materials on the shelf and through the pubiic catalog; and the
.unsatisfied demand for materials which are .inaccessible to the
patron (e.g., lost, in circulation, in the b1ndery) Access1b1]1ty
can also be app11ed to mater1a1s available in resource shar1ng and - .
network agreemer.is. h , :

5. Ava11ab111ty ,va11ab111ty is an 1nd1cator of the existence of
requested material or information within the collection. Specific
measures of availability include percent of current publications
purchased by the 1ibrary, percest of requests filled-by the Ti%rary
“011ect1on, number of.interlibrary Toan borrowing requests by -
1ibrary's user group (for material not owned by -the .1brary)
Collection availability necessarily needs to be weighed in- 11ght
of materials available in consortium, network, or other coopera-
tive endeavors. in which the Tibrary part1c1gates

6. Utilization: Utilization factors are an indicator of the utility
-of the collection to the user. Spec1f1ca11y collection utilization
is a measure of the relative use of titles in the collection throuoh
circulation, 1nter11brary loan, and in-house use.

COLLECTION RESOURCES EXPENDITUREJ See EXPENDITURE CATEGORIES AND TRANSFERS.
“~

COLLECTION RESOURCES MAINTENANCE ACTIVITY: The activity and expenditures
necessary to preserve the l.brary's accumulation of materials for the
collection. This category includes b1nd1ng, ‘mending, ‘preservation, and
conversion of materials in the collection in order to ensure its con-
tinued usefulness. Organization and circulation of the collection (i.e.,
4nelving, cataloging, and control) are not considered a part of collec-
t1or maintenance. Costs associated with in-house maintenance should
not i;2 reported here, since they are already xeporuad elsewhere, e.g.,
in salaries and wages. : .

1. Binding And rebinding: The process of producing:a single volum2 from
Teaves, sheets, signatures, or issues of periodicals, or of cover!ng
such-a~volume, either initially, as in the case of “binding," o
¢ a thorough restoration of a vol:me invdlving resewing and:a new
cover, as in the. case of “"rebinding."” Also included are repairing.-
and mending. (5) For expehuiture repo-iing purposes, expend1tures

-

Q \ ) ' L

ERIC L -7 185

i




-178-

COLLECTION RESOURCES MAINTENANCE ACTIVITY (continued)

L. Binding and rébindin@,(continued)
_ ‘ , .
paid to commercial binders should be included. In-housa costs
~associated with in-house binding, mending, and repair should be
" excluded; these costs are a part of saiaries and wages, supplies,
and other direct costs reportad elsawhere. ' :

2. Materials conversian: The process of conv~rting current collectic:
holdings of the 1ibrary to microform or ot.er format for|the purpnses
of preservation. For expenditure reporting purposes, include oniy
those direct costs ass~~iated with commercial conversiony Exclude
expenditures. for mater.als purchased in print or microform (included
under collection resources expendi.ures and direct costsﬁgssociated
with in-1ibrary conversion costs (included under\program’expendfturés)ﬂ_

_ A . . .

3. Preservation: Deacidification, restoration, replacement, laminationy
and other special measures employed to preserve materials in the
.. coliection. For expenditure reporting purposes, only those costs
_associated with commercial firm preservation services should be -
included. Divect costs associated with in-library preservation
activities should be excluded from this category and reported 1der
-program reiated expenditures. ' - .

52

4. QOther collection maintenance: Other activities and expenditures made
to maintain‘phe collection beyond those specified and defined above.

COLLECTION RESOUECES MAINTENANCE SERVICES:‘See Technical services under
PRGGRAMMATIC_ACTIVITIES. '

CGMMUNITY REFLRPAL: See:Community referral transactfon under INFORMATION
CONTACT and/or Community referral services under PROGRAMMATIC ACTIVITIES.

COMPENSATION: SeaEProgram expenditures (direct costs) under EXPENDITURE
CATEGORIES AMD TRANSFERS. - .

COMPUL SORY ATTENDAMCE: See SCHOOL COMPULSORY ATTENDANCE AGE SPAN.

COMPUTER: See Ceruyter device under EQUIPMENT TYPES.

C #PUTEL {ATALUu: Jea Online cymputer catalog under CATALOG.

COMPUTER INPUT/OUTPUT DEVICE: See Computer device under EQUIPMENT TYPES.

COMPUTER MATERIAL: S=e MATERI.L. FORMAT..

CONPUTER PRINTOUT: See Somputer m:teral under MATERTALS'FORMAT.

COMPUTER T-RMINAL: See Computer: dev‘@ghunder EQUIPMENT TYPeS.

p TN
R




-179-..

CONSORTIUM, NETWORK, AMD/G# CCOPERATIVE, ENDEAVYGR: A group of independent -
and autonomous libraries banded together by informal or formal agree-.-
ments or contracts to sharing of resources, joint activities to improve
the library ser : - 3f the participants, or other common services or
planning beyond - ~ional interlibrary loaxu (as defined in the National
Interlibrary Loarn e of 1968). These agreements may be temporary or
permanent, an’ me. .~ may. not inclide membership feés and service charges.
Examples inclu .= OCLC, the Center for Research Libraries, and biixlio-
graphic centéi. Activities and expenditures associated with consortia,
networks, and cooperative endeavors should be recorded separately from
other activities and expenditures; however, such activities and expendi-
tures should remain assc “iated with the appropriate programmatic cate-
gory. For example, activities fostered in information services by
participation in a cooperative should be ncted separately from activi-
ties generated by a local demend. Both sets of activities, hov :ver, 2
should 'still be associated with information services. See also COOP-
ERATING LIBRARY.- At a minimum, the following types of programmatic .
activities supported by cooperation should be identified:

1. Infcrmation services '

2. Interlibrary loan services

3.. Collection development services.

4, Materials acquisition services

5. Materials organization and covtrol services

o

Various levels of cooperation can-be distinguished:

1. Participation in local cooperative activities: A group of local
ndependent and autonomous libraries banded together by formal or-
informal agreements for joint activities, resource sharing, or
other common $ervices beyond traditional interlibrary-loan.

N

Participation in regional or intrastate cooperative activities:

A regional or state system of independant Tibraries grouped according
to geographical divisions of the state(s). In formal regioral or
state systems, there ma, oe a designated headquarters of which
responsibilities.may include consulting, coordinaticn, reference

.and raferral back-up, -interlibrary loan switching, and so forth.
Within.such systems of public libraries, the state library agency

may ac. as an averall zeordinator and funding source.

3. Participation in a bibliographic service centzr: A bibliographic
service center is an organization that' serves as a braker or dis-
tributor of computer-based bibliographic processing services (i.e.,
activities that assist libraries in establishing bibliographic
control over their material and in gaining access to mechanisms
for their identification and retrieval).. A bibli~raphic service
center may also provids other services, such as interlibrary ican
facilitation and maintenance of union catalogs. A service Center
gains access to external resources through. the facilities of a
binlicgraphic utility. (11)* : T S

c

\(olt - 164




{" -180-

e

... —CONSORTIUM, NETWURK, AND/OR COOPERATIVE ENDEAVOR (continued) -
4. Direct participation in a bibliographic utility:.A bibliographic
v’ utility is an organization that maintains online bibliographic.data
bases, cnabling it to offer computer-bazed support to any interested
user. A bibliographic utility maintains a network data store and
provides standard interface through which bibliographic service
. centers and individual library participants may gain access to
network resources. (11)* Include only direct participation in a
bibliographic utility; exclude access to bibliographic utilities
provided to the library by bibliographic service centers, above.

5. Perticipation in a centralized processing center: Centralized pro-
cessing is a system for ordering library materiais, preparing them -
for use, and preparing cataloging records for them in one library
or agency for a group of libraries. S()* . :

6. Participation in'a union catalog or union list cooperacive project

(other than_through the above): Contributions and participation in

'~ a catalog or 1ist which describes the contents. of physically sepa-

rate library collections, indicating by means of location data the
libraries in which a given item may be found. (11)* Y,

7. Participatidn in other consortium, network, and/cr cooperative
endeavor: Any cooperative activity conducted by independent and
autonomous 1ibraries, other than those cited and defined above..

CONTINUATION ORDER: See STANDING (CONTINUATION) OPDER.
CONTRACTS: See CURRENT-FLIMY REVENUE CATEGURIL.. ' /

- CONTRIRYTEN MATER{/LT: Gi€tz of Tibrary materials to the collection by
private donore, oksaw {:bi ‘ries, and agencies. The contributed mate- -
rials retaine! a-i 344%3 %o the collection should be considered ‘
separately under *:{ERL: .5 SCUUISITION COUNTS.

3

TC&TRIBHTED (VOLUNTEER) SERVICES: %:e Program\expenaitures (direct cdsts)
e E(PENDITURE CATEGORIES AND TRANSFERS.

CONTRIBGTIONS: See Private gifts, grants, and contracts under CURRENT-FUND
HEVENUE TATEGORTES. o ; .

CONVERSION: Sed Recatalogizg or Reclassification under_LATALOGING ACTIVITY,
and/or Materials conversion under COLLECTTON RESOURCE MAINTENANCE )
ACTIVITY. ' ; g N

COOPERATING LIBRARY: A library .articipating with-other libraries in
cooperation endeavorss beyond normal interlibrary loan. Both numbers
and ty;wis of cooepr=ting 1ibraries should be considered. See also
CONSORTIUM, NETWGRK AND/OR COOPERATIVE ENDEAVOR, \\

COOPERATION: See CONSORTIUM, NETWORK, AND/OR COOFLRATIVE ENDEAVORand/or
COOPERATING LIBRARY. S - s

-
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COPIER: See Frinters/copiers/duplicators under EQUIPMENT TYPES.

COPY-CATALOGING“ See Derived cataloging under CATALOGING ACTIVITY.

COST: See Program expendi tures (;Jrect costs) under EXPENDITURE CATEGORIES
AND TRANSFERS. ‘

COURSE LEVEL: See ACADEMIC COURSE LEVEL.
CREDIT HOURS: Sez ACADEMIC STUDENT CREDIT HOURS.

-_'CROSS REFERENCE: A direc.ion from one term to another. Also caT]ed
Reference. (1) - o .

1. "See" reference: A direction .in a catalog from a term ':nder which
no entrins are listed to a term or name under which entries are
listed. Other terms used.are "“See" CrOS(-References, "See" Subject -
References, "See“ Cards, and "See" Reference card. (1)

2. "See also" referenre A dircction in 3 catalog from one term or name
under which entrie: are listed *o another term or nime under which
additional or allied informati. may be found. (13

,CULTURAL EVENTS PROGRAMS: See Cultural, reereat10ﬂa1, and educational
serV1ces under PROGRAMMATIC ACTIVITIES. -

CULTURAL 'SERVICES: See Cultural, recreational, and 2ducational servmcee
under PROGRAMMATIC ACTIVITIES.

CURRENT-FUND BALANCE: See FUND BALANCES.

- CURRENT-FUND REVENUE CATEGORIES: Standard categories that describe all
-unrestricted furds accepted during the reporting period plus those
-restricted fu“‘ that ‘were expended for operating purposes during the
report1ng peri=¢. The foliowing categor1es are recommended:

1. Governnenf i apprqpr1wt.ons A11 unrestr1cted appropriations (in-
cTuding revenue sharing monids) and restricted appropriations %o
the extent’expended for current operations received from, or mads
available to, the institutica through acts of a legislative body,
exclusive of governmentaT grants and contracts. Includes m nies
obtained through speciri direct taxation (e.g., mill Tevy) for
libraries. e followiny funder-ievel subcategories are recommended:

& Federal
] Stete
& Local

@ Other jurisdiction
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:CURRENT-FUND REVENUE CATEGORIES (continued)

2. Governmental grants and contracts: All revenues from gavernmental
agencies that are received.or made available for specific projects
or programs, including those under the Comprehensive Employment
and Training Act (CETA). The following funder-level subcategories ’
are recommended:” - ) . SR C

o_Fédera]hA . .
o State

e Local ;

L] Otherljurjsdic%ibn |

3. Private gifts, grants, and contricts: All revenues from nongovern-
mental organizations or individuals, including monies resulting
from the purchase of gifts or services by nongovernmental ent*ties
on a contractual basis. Unrestricted gifts, grants,-and bequests,

: “as well as resiricted gifts and contracts to the extent that they

. . are expended for current operations are in¢luded in this category.
Income from funds held in revocable trusts or distributable at the
discretion of the trustees of such trusts shou.. be incluued. -When'
the performance of contributed services is significant to the
1ibrary, the value of these s:rvices.should be included in this
categor'. When materials are donated to the library's collcction,
.tha doiiar equivalency of such materials need not be. included in this
category. See also Program expenditures (direct cos%s) under S
EXPENDITURE CATEGORIES AND TRANSFERS. , .

o«

4. Endowment income: Ali unrestricted income of endowment and similar

' funds, restricted income of endowment and similar -funds to the
extent expendeu .‘or current operating purposes, and income from
funds held in trust by other irrevocable trusts.

5. Generated income: All revenues generated from the sales and services
of the 1ibrary including user fees, cost-recovery charges for ser-
vices, and-sale of books, equipment, or other library assets.

Exar es of such revenues are film rentals, library registration
feec, search service -feés, interlibrary loan charges, overduéand \
book replacement fines. This income is confined to monies received
~ from likrary clientele, other institutions, and other'libraries
- .and .shouldinot include transferred funds from other departments
within the organization for services rendered. ’

6. 'Other current-fund revenues! . his category includes ali items of .
revenue not cove: ed elsewhere. Examples are interest income and
gains (net of losses) from investment> of unrestricted funds.

;. Transfer-in: Menies transferred from another department in the
parent organization or governmental structure of which-the library
"is a part, specifically as payment for services rendered, should
be included in this category.. Typically, money does nots actually
change hands, but is transferred between acrcounts on paper,
Q . . . ‘ o ‘ . a,—‘"_k"

1
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CURRENT—FUND REVENUE CATEGO ES (continued)

Academ1c dnstitutions and nonpublic schools should also 1nc1ude the
fo]]ow1ng_category of income: _ .

8. Tuition and fe2s: A1l tuition -and fees assessed (net of refiinds)
against students for current operating expenses. Even if tuition
and fees are remitted to the state as an offset to the state
appropr1at1on, these monies should be reported 1n thl: category.

For special libraries serving pr1vate f1rms »cons1derat1on should be
given to. the “ollowing. s1ngle-§ategory of_income, -or to a comb1nat1on

of this category and selected dthers listed above. T

9. Appropriations from parent organization: A1l restricted and.unre-
stricted monies provided by the pareﬂt organ1zat1on to the 11brary
for current operations. : :

CURRENT FUND SOURCE/USE FORMAT:- A format used to display funds by source
(where the term use refers to expenditures and mandatory transfers).
The 'sources represent the funding sources out of which expenditures or
transfers are made. 'Therefore -the Current-Fund Source/Us: Format is’
simply a matrix display of the uses of the current-fund «xoenditures.
The uses of fundc classitied. by functions (programmatic activities) of
the 11brary are shown along the vertical .dimension of the matrix, while
the dndividual sources are shown along the horizontal dimension. The

v unique characteristic of the source/use format is the informatinn pro-

' vided-in the cells of the matrix a]]ow1ng the manager to determine not -
only. purposes for which current-fund monies were expended but also the
source of funding used to finance. that expenditure.

AN

s
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DAILY ATTLNDANCE: See Average daily attendance under SCHOOL STUDENT COUNTS.
DAILY MEMBERSHIP: See Average daily membérship under SCHOOL STUDENT COUNTS.

DATA BASE: A data base is a structured collection of data developed accord-
ing to uniform standards. (1.) Types of data bases to which the library -
may have atcess’include: ~ ° - 3 o :

“-1;~Bibliographic data base: A bibliographic data base is one in which
- "::the-data (information) represent individual.bibliographic attributes
of an item or articie, typically including descriptive and subject:
cataloging elements, indexing elements, authority elements, and .
abstracts. (11)* Bibliographic data hases include, those subject

data bases provided to. support reference’services and those cata-

SIE loging and:acquisitions data bases provided to support technical
o services. ' T :

2. Numeric data base: A numeric daéq base -is one in which the data -
Tinformation) represent numerical facts, statistical analysis, or’
' other numerical information about a:subject, geographical aréa, or
) ‘ group of similsr entities. - Typically, numerécal data include census
oo data, survey results, and other information which can be categorized
as “rumerical.” Do not include accounting or other data bases used

in the planning and management of the library.

3. Full-text retrieval data base: A textual data base is one in which

_the data (information) are of a textual nature, including facts,
- texts (of books, speeches, prcceedings, etc.), or similar content.
A textual data base may be distinguished from a bibliographic data

base in.that -the actual text (rather than reference to a-textual
_item) .is stored. An example would be Viewdata. See also FULL-TEXT

RETRIEVAL TRANSACTION..

" - ‘V . - . .. -9 3 . . .
4. Other data base: A data base other than the above specified types-
of data bases. Incluc: herg authority data bases (unless a part /

of a bibliographic data base), identification data bases \e.g.,
address 1ists{‘directories), and management information systems.

a

C 5 o
DEBT SERVICE:. Includes repayment on principal znd interest on all short-
and long-term debt. : : o
DEPRECIATION/AMORTIZATION: An accounting procéss whereby ti.C cstimated’
vai.. of equipment or buildingassets are lowered according to present
4.31lue or salvage value. For the most part, depreciation is useful in
“costing, cepital investment, overtime, or for tax purposés. ' Under most
circumstances, this is inzluded as.an overhead cost or burden rate since
such equipmant and building benefit more than.one cost center. : ‘
. . . f

g
-

DERIVET CATALOGING: See CATALOGING ACTIVITY. - =,

. DERIVED CATALOGING SOURCE: See Dgrived cataloging un sr CATALOGING ACTIVITY.
Q '( . e . : ’ _.{ '»}:” /
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DEVICES See ‘EQUIPMENT TYPES.
DENEY DECIMAL CLASSIFICATION (DDC): See CLASSIFICATION SYSTEM.

DIAL ACCESS: D1a1 access is ‘the distribu t1on of instruction,, educat1ona]
bibliographic, or other information. by) cable and/or microwave 1link
within a library or between two or more 1nst1tut1ons or Tibraries,
Str1ct1y speaking, the communication link i§"made over telephone Tines
using a telephone for its connect.on. _The transmission may take the
form of radio, television, or computer ddta and there may‘be a computey .

' .or computer terminal at any point on the network or communication system.
Input and output devices may take. the form of teletygew.zie“¢ or other
input and output devices.. For ¢ susmery of potentiail devices which
may be employed in dial access services, see COmQyter dev1ces under
EQUIPMENT TYPES.

\

DICRAMA: See Three d1ﬂens1ona1 materiz1 under MATERIALS FORMAT

DIPLOMA:. See Cert1r1cate or diploma under HIGHEST DEGREE OFFERED/OBTAINED.

DIRECT COSTS: See Program expenditures (direct eosts)Aunder EXPENDITURE
CATEGORIES AND TRANSFERS.

DIRECTIONAL TRANSACTION: See INFORMATION CONTACT.

DISADVANTAGE STATUS: An indicator of an academic, econom1c, cu]tura], o
other déf1c1ency that substantially limits an individual's ability to
access or utilize the materials or services of the library, or ‘those
of the parent organization. Types of disadvantage Status -include:

1. No disadvantage-

2. Academic disadvantage: A def iency in the person's academ1c prep-
aration that requires so f rm of remedial service or assistance.

3. Economic disadvantage: A deficiency in the person's income level
~ that requi-es either financial assistance or spec1a1 services to
’guarantee .ccess to the library resources or programs.

4. Cultural disadvanta-' v *viduals whose Dackgrounds and fam11y
culture (econom1c ane - al) are so different from the norm of
the school, community,’ or nat1on that they require differentiater
services and mafer1als .

/

5. Functionally illiterate: An adult who is uqab]e to read write,
compute suff1c1ent1y weT] to meet the requ1rements of adu]t 11fe

3

6: Other d1sa6vantage ‘

DISCHARGE: See CIRCULATION TRANSACTION

DISCIPLINE/SUBJEC MATTER A brench of knowledge or teach1ng - Disciplines’
and subject-matter can be categorized accord1ng to the classification
.‘and coding of fields of subject inatter used in the National Center’ for
Education Statisticss Classification of ¢ rducat1ona1 SubJect Matter (1977).

E;RJ!:‘- : S Foel
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DOCTORAL DEGREE: See HIGHEST DEGREE OFFERED/OBTAINED.
DOLLAR AMOUNT: The duantifjab]e measure of a financial transaction or -
summary as expressed in U. S dollars.

+  DOLLAR EQUIVALENCY: The monetary value of serv1ces, mater1a15, nondollar
' assets, or other commodity, based upon ‘the value (on the open market)
of such services’, materials, assets, Jr other commodity. See also
%ontr1buted (vo]unteer) serv1ces under EXPENDITURE CATEGORIES AND

RANSFERS

DONATED MATERIALS SEL CONTRIBUTED MATERIALS

1s o

"DONATED SERVICES: See Contr1buted (volunteer) services under EXPENDITURE,
. CATEGORIES AND TRANSFERS. I (}

DUPLICATORS: See Printers/copiers/duplicatc < whaer EQUIPMENT TYPES.  /

e
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1. Less than high school gradu-tion

[ e In wed1a/educat10na1 techno]ogy

 For adunwApgbu1ation
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EDULATLONAI “ATTAINMENT: The Tevel of school completed. This excludes o

level in progress of completion; the. grade or degree prior td current

data should be considered as the levei of -educational attainment.  The

following gradations in educa“iun are appropriate:
. - i - ' / .
For library employees C

Certificate or diploma -

6(‘/ "
ASSOC1ate'dggree

."Bachelor s degree _ '“\

5. Master S degree

e In 1nformat1on/l1brary science -

N .
o

® Two or-more’ master s degrees (or'mastﬁrés and Tirst.professional
degrees) - G '

- one of which, is ?h 1nFormat1on/11br v xclence

none® of wh1ch is in }nformdt1on/11bxary sc1ence or med1a/
: educat1ona1 techno]ogy

Z . . ,)’
B 7/
4

e Other mastrr s R

6. Doctoral degree 7

7. Other. . /o , v .

1. No schoo];yéa“s ¢6hp1eted

2. E]ementary schoo] _years comp]eted

e 1 to 4 years comp]eted '~' e .
e 5 to 7\years comp]eted

" @ 83years, completed - ' .

3. High'school years completed

o 1 to 3 years comp]etedq

® 4 years completed

b - 1.

one”of which-is in media/educations? . achnoTbgy B Ce
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EDUCATIONAL ATTAINMENT (continued) - - ,

For adult population (continued) : . ,

4.  College years comﬁﬁeted
e 1 to 3 years completed .

~

8 4 or more years completed
<

5. Unknown

./ .
ELECTRONIC DISPLAY DEVICE: See EQUIPMENT TYPES.

-

ELECTRONIC DISPLAY MATERIAL: See MATERIALS FORMAT.
ELEMENTARY SCHOOL:,See SCHOOL.

dered. Included are individuals who donate tneir services, if servlies
performed are a normal part of the institution's programs or supporting

. services that otherwise would be: performed by compensated personnel. - o~
Specifically excluded are employees of firms providing services to the - N

.igstifution~on a contractual basis. See also PERSONNEL RESOURCE CATE-

~ GORIES. . T ' -

EMPLOYEE: Any individual compensated by an institutien for services;reﬁ-

- EMPLOYEE COUNTS: The recording or reporting of employee/personnel. data

by one of the following methods: ‘ L.

1. Service month: The ecuivalent of one individual working full-time

for the period of one month. Service months are calculated by
multiplying the percent workload (relative full-timeness) by the
number of months of the individual's appointment. As- examples, an
individual employed half-time for 'six months would be equivalent -
of (.5 x 6) or three service months. An individual employed full-
time -for nine months would be equivalent of (1.0 x 9). or nine N
service months of resource, and so,forth. FR X

\ -

¢+ « 2. Headcounts: Invglves a profile (point-in-time) identification of
" the actual unduplicated number of employees. /Usually used for
recording and reporting employment level or employment status by
such categories as full-time/part-time; male/female, race/ethnic
status, and regular/temporary/seasonal. ; T .
3. Full-timé equivalent (FTE) counts: Invo]ve§ the identification Sf
.+ numbers of employees by their total contracted or assigned per-
AN ~ centages of time-during a given period (generally a fiscal. year)
in order to reflect the library's personnel resources. -These FTE
counts can be summarijzed by hiring units, types.of programs (for -
example, Ipformation Services, Collection Development Services,
Administrative and Adminiétrative Support Services), types of
specific work assignments (e.g., administrative, clerical, or
service). o :

: ' .
i e -
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EMPLOYEE COUNTS (continued) -\

7

3. Full-time equi?a]ent (FTE) ‘counts (coniinued)

A full-time equivaient personnel resource 'is defined as the equiva- .
lant bf one emﬁ]oyee who is deemed to be carrying a full load jn

'~ accordance with an institutionally agreed-uptn convention for/con-
verting numbers of specific employees to an equivalent number of

' full-time employees. For purposes of reporting information about

* FTE personnel resources, the following method can be used to cal-
culate comparable fiscal year FTE personnel resource data:

- Step 1: Determine the total service months rendered by an individual
over a fiseal year. For a giver amployee, .multiply the percent
workload (appointment percentage or reiative full-time status) by
the number, of months of the individual's appointment for the fiscal

o “year. For employees hired for a period-of time that involves less

than a month, multiply the percent workioad by the applicable per-

centage of the month involved (that is, two weeks would -generally

be considered half or .50 of a month): : .

o Ste .2:}Determine,the‘tota1 annualized FTE-personnel resources of
: ~all employees available during a fiscal year by totaling the service
months calculated for all employees (ir Step 1) and dividing by 12.

EMPLOYMENT CATEGORIES: See PERSONNEL RESOURCE CATEGORIES and/or Employment
categories (@f adult population) under PUBLIC LIBRARY TARGET GROUP. -

ENDOWMENT INcq;E; See CURRENT-FUND REVENUE CATEGOKIES.

N

Ay

ENROLLMENT: See SCHOOL STUDENT COUNTS.
ENTRANCE REQUIREMENT:‘See MINIMUM ADMISSIONS REQUIREMENT.
" ENTRY: A record of a bibliographical entity in a cata]dg or list. '(9}'
'For catalogs, entries may include author entries, added entvries (secondary
entries), main entries, @nd analytic entries. ' .

EQUIPMENT CIRCULATION TRANSACTION: The loan (or rental) of an item from
the library's equipment resources to a library user.

"EQUIPMENT DfSTRIBUTION‘SERVICES: See Circulation services under PROGRAM-
MATIC ACTIVITIES. ) : )

EQUIPMENT IDZNTIFIERS: Serial numbers, repair records, and other identi-
fication pertaining to ‘apmindividual piece of equipment. Also included

_are descriptors regarding the ownership and ‘availability of the piece
of equipment: . T '

1. Equipment ownership status: An indicator. that the 1ibrary owns, |
rents, or has borrowed the piece of equipment..

2. Equipment availability: The degree to-which the library's user 'group
can access the -individual item. Generally this includes whether
- the equipment is available for circulation, in-1jbrary use, or not -
for use by the library's user group. - :

ERIC ' ' T T fas
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EQUIPMENT TYPES:- Réport the,types of eduipment provided by or utilized
by 'the 1ibrary. Indicate the status of ownership associated with these .
- eQUipnent (.., owned jointly, owned, or rented/leased).”™ .
1. Audio-devite: A device used for the reception, recording, trans- .
MyssioNs OF reproduction of. sound (only). (17)-.See also Audio-

, recording under MATERIALS FORMAT. - | S
. ’ * ) > ~—— Py
¢ u‘gggiEEléxggz A unit which can play back recordings on tgﬁétan
, “§isc, but which is not capable of recording. It contains amp1i-
.. T"fiers and/or speakers. Included are tape players and necord |
players. ST . > ’
' L

@ pudiorecorder: A unit which can record (and may play back) sound
on audiotape,” audiocard, or audiopage. - It may contain heads for
erasing, recording, and playback; amplifiers; and transport” :
‘mechanisms. The recorder may be monophonic, stéreophonic, or
multi-channel and may have provisions for comparison of channels.
(17) Infclyded in this category are cartridge-audiotape recorders

/ “and cassette audiotape recorders, audfocard recorders, and audio-

) _ pagé recorders..: ' , :
e pudiotape duplicator: A device used to transfer.the audio signal
: Duplicators usually make the -

From one audiotape to another.
transfer to one or more copies at spéeds’ much faster than real

time Or Ordinary playback speeds. It may duplicate audiotapes
on reels, cassettes, or cartridges. " (17) = - L
* ©

o Listening center: An audio distribution device into which headsets
can be Connecter! to enable more’ than one user to listen to an -
audi0 program. iu .-ay have more than-one jchannel and may have
yolume controls. The entire unit may be permanently mounted or

- packed into a storage case. (17) o

ther audio device: Any audio ‘device not listed or defined- above.

O’————\’——
Tnclude¢ here are-radio receivers, audio induction equipment,
L - audi0 amplification equipment, audio mixers, and audio compressors.

2. Computer device: . A-computer and those devices which will enable a

| Camputer to perform its task. The combination of devices is capable
of accepting information, applying prescribed processes to the -~
information, and supplying the results of the application to these
Processes--all without human intervention. (17) See alsc DIAL
AcCESS and/cr Computer material under MATERIALS' FORMATL .

Computer devices include:’

. / e computer: An electronic data processor that can perform substantial
L computation, including numerous arithmetic or logic operations,
i yithout intervention'by a human operator during the run. (3)*
" - This includes the main frame (i.e., central processing unit which
{ contains. the main storage, arithmetic unit, and special register
| grouPs); .storage and’ input/output deviges.. Such'a computer can

’ | -

- a

Af.J ) : 3 \ ) E")().
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© EQUIPMENT TYPES (continued)

. , > : . :
2. éComputer' device' (continued) . S =~ '
. ] . N 3 X . Vi‘ B .
‘o Computer (continued) : - N . ‘

- ayso act as_input-outbut buffers in a system of computers. Gen-
.erd11y speakKing, computers can be categorized according to size
and speed: large-scale systems, midsized systems, minicomputers,
and microcomputers.. o : - - :

S - - Lo

D

"o Computer terminal: Alunit which permits one or two-way communica-
tion between a user and a computer via communications lines. The.
: device may include feafures such as:.a cathode ray tube (CRT), -
typewriter/teletype,unit, light pen;printer, plasma panel,. teTe-
. vision receiver, touch sensitive panel, keyboard, card reader,
. tape reader, or audic cutput um‘t7 (7)) - R

o Other 4input/output device: Other device or’'cotlective set of devices
‘used for conveying data inte or out of %hg'computer. (3)* .- Includes
" independent ‘card .readers; line printers, and other input/output
devices which 'arg/not features of the terminal, but are a part of |
.the computer t&¥minal. Include here card printers associated with
computer-systems. ' P L

. ° ® Other computer device: Any computer device not listed and defined
above. N . - N o _

3. Graphic or reproduction device: The qquipmeht utilized in the pro-
- - duction and reproduction of graphic materials. (17) Exclude
printers and other reproduction devices affiliated with computer
devices above. .

¢ Printer/copier/duplicator: Machines which reproduce printed or
graphic images.from a paper master (original), stencil, or metal
pldtes onto papeér copy. Also included are microform duplicators

_+which reproduce imagas from microform onto a paper. copy or micro-
form copy, othgr than microform reader/printers.

@ Other graphic and renroductidn device: Any graphic or reproduc-'
tion device not listed or defined above. ‘ '

4. E]éctnonic'dispiay device: The quibmentfﬁsed in"the production
N X and electronic transmission of visual images-and sound. (17) See -
also Electronic display materials under MATERIALS FORMAT. )

‘.Videotape rocorder: ‘£ dévice which can record-images. and sound on -
videotape .nu which. can play pack the videotape for viewing on a

" televisior monitor or special”receiver. The videotape recorder

. may use reels or cartridges or cassettes. Most videotape re-
corders used. in instructional programs are helicalscan type.
Also called VT%. a7y - - - '

0 R
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Electronic display dev}ce__(continaed)
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Videoplayer,: Axdevice which can reproduce sound and pictures
from a videotape o¥ videodisc on a television monitor or special
receiver. It canpnot record images or sound, The unit mey use
videotape on ree\s or in cartridges or cassettes. (17).

Tellevision receivér: An electronic. device which intercepts the
signal of a television broadcast or (with adaptation) television
signals from other .sources, amplifies, and translates the signals’
into jmage and sound. (17) Exclude television receivers asso-

" ciated with. computer equipment.

Telewriter: A device which transmits (1ive) -and Hi§p1aysvhénd- '

. writing and simple drawings over telephone; Tines. Telewriters :/.

" used for computer communications should be excluded. (17)

Other electronic display device: Any eléctronic dispiay device
not Tisted or defined above.. . , ' -

<

Projecting or magnifying device: A device which enlarges or mag-

nifies visual images for viewing. Some have provisions for sound
accompaniment. (17) See-alsp Projected or.magnified material
under MATERIALS FORMAT. ' ' S ‘

Filmstrip projector or viewer: A'fi1ﬁstrip projecter is a device

designed to project filmstrips (usually .35 mm) ‘and?which normally’

projects a single-frame filmstrip and may ject a double-frame
filmstrip. A filmstrip viewer is a device equipped with a built-

- in viewing glass or rear projection screen for viewing filmstrips,

usually single-frame filmstrips. (17)* :

Slide projector or viewer: A slide projector is a device designed
to project s1ides on transparencies mounted- in small frames,
usually 2" by 2". Some models have provision for sound and/or
accept trays, cartridges,-or drums. "A slide viewer is a device
equippdd with a built-in yiewing glass or rear projector screen

- for viewing slides. "Models are available with provision for

playing accompanying‘audiorecordiﬁgs. (17)*.

Microform reader or reader/printér:'A projecting device for.
viewing microform. LInclyded in this category are microfilm

. readers, microfiche readers, micropaque readers, and combinatiohs;‘-

- of these. (17)%*

Microform reader/printers are equipped with’
copiers which expose, develop, and fix the projected image on
suitable-materiai. T ' ) :

Motion picture projéctor: A device desThned to project mqtioh

‘pictures. -It-may be equipped to reproduce sound on eitherAmgg-_’

netic, optical, or both types of sound tracks and may have audio

- recording capability. The most common types of motion picture

-
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. EQUIPMENT TYPES (continued) ‘

¢

5. Projecting or:haqnifying device {continued)

) Motion,picture'projéctor (continued) '
’ .v ) ! . -~ -ﬂ ' o = "‘v
projectors in instructional institutions are 16 mm, 8 mm, -and ¢
super 8 mm. . .(Some projectors have buiTt-in viewing screens’ but
_should still be recorded as projectors, not viewers.) (17)

@ Other projecting or magnifying device: Any projecting or magnifying -
_ device not Tisted or defined above. This category would include
.sgund synchronizers .(except those synchronizers built into an
" audiotape regorder or pldyer); projector dissolve controls (extept
television dissolve units); projection/sound programmer (R.e., a
. device which controls the synchronization among sound reproduction
~ and/or projection devices); overhead and opague projectors;
-stereoscope (an optical-device.with-two lenses enabling each eye
to see a ,separate image of the same scenk.giving the effect of
three dimensions); teaching machines (a mechanical or electrical
device/which presents an instructional program at & rate controlled
by the ledrner's responses to the maching); microprojectors (which =
_enfarge and project migroscopic transparencies such as.microscope
- slides); film inspectign/cleaning machines (which automatically
) inspect motion pictures and filmstrips for damage and/or clean:
e * the motion picture or filmstrip); and scregns used to view the

"projected or magnified material. :

6. Photographic device: A device used in ﬁhotographic—produbtion of
‘efther still photography,. motion picture photography;”or microfilm- .
-ing. (17) - This categery includes cameras, darkroom equipment, and

otion picture processors and editors. . _ . .
\_//‘ \ : .. . . P ° ¢

7. Other devices: Other devices, or special equipment, not listed,or

' defined above should be included here. o = '

- ETHNIC IDENTIFICATION: See RACE/ETHNIC IDENTIFICATION. ~ *:

EXCHANGE: See GIFTS AND. EXCHANGES and/or Interinstitutional exchange and
delivery services under PROGRAMMATIC ACTIVITIES. : -

EXECUTIVE/ADMINISTRATIYE/MANAGERTAL PROFESSIONAL: See PERSONNEL RESOURCE
CATEGORIES. o T , S

. . \ _

EXEMPT EMPLOYEE: An cmployee'whose conditions of employment and compensa-
tion are not subject to the provisions of the Fair Labor Standards’Act
(FLSA) as amended. Exempt employees are nct eligible for overtime pay-
ment. According to Section 13 of the Act, an exempt employee is "any .
employee employed in a bona fide executive, administrative, or pro-
fessional capacity. . . ." This category typically inc¢ludes executive/

- administrative/managerial and specia]ist/]ibrgry professionals.

“EXHIBIT: See Three-dimensional haterial under‘MATERIALS FORMAT.

ivg -




.. EXPENDITURE CATEGORIES.AND TRANSFERS: Those types of gxpenses for which
»+ income is.employed. See also CURRENT-FUND SOURCE/USE MATRIX. - Types
-of* expenditures include: Lo ‘ e

A

T Prograim expenditures (direct- costs): Any cost that gan~be'speci-
-Fically identified with a particular actiwity center. The following -
items have been identified as direc}/cugts:’ I B
I B ) : - . . _
o Compensation: The.total amount of dollars, including both gross
salaries and fringe benefits, paid directly to, or'on behalf of,
employees. The following categories of coripensation are recom-

- > ‘'mended: -

i

' -7 - Salaries and wages: The gross amount in dollars paid to an
¢+ employee excluding fringé benefits. - v
‘ - Fringe benefits: Includes all benefits paid and accruing to .
an employee, regardless of whether tie benefits or equivalent
cash’options. are available :to. all emplayees. Possible types
of“fringe benefits include Social Security, retirement, medical
'insd&ance, life -insurance, guaranteed disability income pro-
S : tection (excluding annual sick leave benefits), unemployment:

- © :compensation, workmen's compensation, and other benefits (ip=~-

: ) cluding tuition and housing benefits). -

\
e Supplies and services: Includes consumable instructional, research,
. and office supplies and materials;-communications costs (inclulling
.~ telephone, telegraph, postal, printing, binding, and reproduction
i services);. travel (i.e., transportation, fopd, lodging, and mis-

: . ~ cellaneous expenses reimbursed to an employee who has represented
or conducted business for the 1ibrary or parent organization); |
and other contractual services produced,from outside sources that
can be directly identified with a particular activity center,
including preprocessing costs,: leased collection, and commercial
binding costs. o S '

o Noncapital equipment: Includes equipment items that benefit the

Tibrary or activity for more than one operating period. This
category will typically include’ office machines and equipment,
furniture, and furnishings, including free-standing bookstacks

.and other items of similar nature. Excluded ‘are any.equipment’
purchased from capital funds. Typically, those items or property
that have an acquisition cost of Tess than $500 or an expected

1ife of less than two years are included in,this..category. - S

' N . . . ' ¢ . £l

The*library may also have direct costs that are not recorded in
the internal accounting system.. Some of these may:be:

, <Ly

_# Expenditures made by the parent organization: Expenditures madé _
By the parent organization-that should be considered and incluied
as direct costs of the library. Retirement benefits paid for:by
a central agency in the parent.organization on behalf of 1ibrary
etptoyees .as well as other .organizatiog employees, centralized
‘purchasing, and orgaaization transportation pools are examples
of such eipenditure%ﬁ%z ' o o

_A/‘. /
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© EXPENDITURE CATEGORIES AND TRANSFERS (continued) ' * . =~ .

L 1.‘_PrOgram expenditures (direct costs) (continued)

T—“"‘_T‘““"“‘.T"’"rExpendi»turtés-mau,...oy__another agency: Expenditures made by a local, PO
. regional, state, or. Federal agency that should be considered.and.” . /ﬁ
N 3 included ag direct costs of the library. -Retirrment benefits. +
. -paid for all state or Federal employees, a.district, regional,.: -

“ .. ' . state, or Federal purchasing agency, district, regional, state,...
' or Federal transportation pool .are examples of such expenditures.
L . . “. g ’ ..r/g:. - e Y

i\ @ Expenditures made by a central administration: Any services pro- ° 4_ LT
g vided by a central administrative function.that must.be:apportioned - '
! to individual departments before direct costs are calculated.> .. '
. @ Contributed (volunteer) services: Setvices rendered td. an insti- @ .. .-
- tution for which Tittle or no compensation is paid.. The monetary . v
' -+ *value. of donated services ‘can be determined on the basis of pay-% & .° -
. ments to othér staff having equal.qualifications,.training, ex-
T \ . perience, and responsibilities at the institution.: If the number{ﬁ)
=~_! . of salaried personnel is too small to provide .reliable salary and -
wage data, reference may be made to other sources of such figures.
(10)* Only those services which are significant to the library:
" should be included. . SR ‘ e

2. - Collection: resource expenditures: Expenditures for library materials.
incTuding print, nonprint, and 'special coTlections. - Exclude costs |
of preprocessing, acquisitions of libcary equipment, and cqllection.
resource madintenapce activity. = . '

—— T — —— B L T = .

+. 3. Expenditures for capital cusets: This activity center i§" a holding ~ -~ °
" ) .account. for any capital-exrenditures made from the library's current ’
' unds.. Expenditures for cajital aSsets include monies expended for
land, land improvement, buiidings, additions to buildings, and . o / )
capital equipment. Capital equipmerit is defined as any equipment-

: items costing more than $500 (or similar lower limit established - ™

/o by ‘the institution) and having an estimated service life of more 3
than two years. Capital expenditures for the current year are not /
included in the costs of the other activity centers (i.e., program- //‘
~matic-activities). See also LEPRECIATION/AMORTIZATIGN. N f .

4. Mandatory transfer-out: Incluvdes all transfers from current fund |
that must be made to other fuad groups in order to fulfill a binding |
. legal obligation of the instituticn. -These categories are distinct K
- from voluntary provisions madé at.the discretion.of the parent \
) organization, 'governing body, or-Tibrary and therefore classified
separately. This category inzludes the following subcategories:
provision for debt service,-loan fund matching grant:, and other
mandatory trgpsfers. .t ' R
N\ . . ) - P
5. MNonmandatory transfer-out: This category includes all transfers from L
‘ the 1ibrary fund to another fund at the discretion of the institu-. =~ J
‘tion's ga¥érning board. Although such- transfers usually involve "~

Y

. ' . . . . . .
' . . R v L
. . . /

\
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* EXPENDITURE CATESORIESAND TRANSFERS (continued) |

5. Nonmandatqu_transfer-ouﬁ (continued)

L + unrestricted funds of éhe current fund, a redesignation of funds *
“e . - previously designated for a different purpose may be made and the
‘ subsequent transfer recorded in this category. ¢ i
: e S “/ . . i
EXTENSION OF LIBRARY ‘SERVICES: The supplying of books and other library
- assistance (including reader and research advisory services) to. indi-=--
viduals and organizations outsidé a library's regular service area,.and-
.to areas in-which library “ser sice is"not otherwise available. These. -
. services may. be reimbursed by’ users or subsidized by other sources, or
‘may -be provided gratis by the library. (5) . Co

[
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“FACILITIES See BUILDING IDENTIFIERS/CHARACTERISTICS and/or ROOM USE
CATEGORIES

FACILITY AVAILABILITY The number ‘of hgurs annua]]y_7n which.the"library~
facilitids (or-a portion thereof) open Fo the library's clientele.
Total facility *gvailability is. determ1ned by the add1t1on of "the number '
of hours each I1brary facility (i.e., bu11d”ﬁg) is".open and agcessible
. to the pub11c Average facility availability is determined-by dividing
the total facility ava11ab111ty by the number of indjvidual fac111t1es
(1 e.s. bu11d1ngs or service out]ets) of the library.

FACILITY- MEASURES: . See” PROGRAM:MEASURES Lo ‘ s j / f_u

" FACT-FINDING SOURCES: See REFERENCE COLLECTION. SO \ {

,FACTAFINDING TRANSACTION: See Reference transactlon quen INFORMAIION - -
CONTACT - . o B

FACULTY See RESEARCH/INSTRUCTION EMPLOYEE" end/or C]assroom teacher under ;
SCHGOL LIBRARY/MEDIA CENTER TARGET GROUP : ;

.o FEES See Generated 1ncome oroTu1t1dn and fees under CURRENT- FUND REVENUE
{;7 CATEGORIES ) .

FORMAT > T

FICTION This category 1nc1udes matér1a1 0 wh1ch concent 1s not 1ntended ‘ .
to be fact. Such mateyfa] inctudes (but i$ not exclusive to) narrative ’
- prose’ literature, with events, charact=vs, and dcenes whoIIy or partly. /% °
* the prcduct of thé 1mag1nac1on, as nove]s anc short stor1es

!

FILLED BORROWING REQUEST:: -See Requests f111ed within user spec1f1ed t1ne

. under TNTERLIBRARY LOAN BORRONING—ACTIVITY ' ‘{

FILLED LENDING REQUEST See INTERLIoRA“‘ LOAN LENDING ACTIVITY.
FILM See Mot1on p1cture ﬁi]m or M1crof1]m under MATERIALS FORMAT

® FILmsTRIP See Prolectzd or—magn1f1ed mater1a1 under MATERIALS FORMAT -

FILMSTRIP PROJECTOR OR VIEWER See Frojecting or magn1fy1ng dev1ce under
EQUIPMENT- TYPES, -« ) -

-

FILMSTRIP VIEWER: See F1]mstr1p prOJector or v1ewer under EQUIP“'NT :
TYPES. . 3 v

FINANCIAL MEASURES See PROGRAM MEASURES

, .
.

-

FINANCIAL RESOURCES: The assets, Tiabilities, and fund “halznces attFibu-
- table to ‘the library. Specific cateoor1es included in financial .resources .

are: . ¢ . : - .
! : , |

A

o T 2es s




FINANCIAL RESOURCES (cont1nued) R
1;' AssetS' This. category enéra11y -includes such 1tems as cash, in- L
vestments, plgdges rede1vab]e accounts receivable, notes receivable, , ;
inventories,.- prepa12/expenses and deferred charges, institutional «
‘plant, drd interfu borYQW1ng due- from or, to other funds.: Spec1f1c L

i categories 1nc1ude - ) : o 5
:,\ | " e Cash: Includes the cash on hand petty’ casgg and cash in“bank.“'
R . acceunts, assoc] ted W1th the 11brary Doés- not include short-
- P/(<ﬂ?> S - term 1nyestmen s.’ . = i - I
B - .‘- . Les LT .- ‘
o o Investments: Includes real estate, marketab]e SECUF1t1€a, copyw

r1ghts, royalties, andﬂso forth

(

- @ Pledges receivable: P]edges 1nc1ude p]edgei of g1fts, subscrwpt1on

+ . . notes, and estate nefes . _ .

S “ @ Accounts rece1vab1e Inc]ude§ all amounts owed the 11brary, and .

- -_--' Jimited to uncollected amounts .of completed-sales {i.e., unco]—q” ",
Y . - .lected generated income). Governmental appropriations that are

. ', subject- to release by a governmenta] office. for 11brary use shou]d
A ~{'be 1nc?uded here.. 4 | .. 5 , N

e Prepa1d egpenses and doferre changes “Includes that porticn of .
operating. expenditures properly chargeab]e in a per1od subsequent oo
to the’ date of the:fiscal re ;rtn N L

A

o Plant: The phys1ca1 prOpertv wned°by the 11bfary and used for
S - Tibrary purpojes, such as land; bu11d1ngs, 1mprovements other .
R ;than bu11dﬁng and equ1pment : .

A Interfund borrowing due from or to other*funds Repres nts the

N amounts of funds: lodned temporarily .between fund group (for
examp]e, cunrent funds 1oaned’to\the p]ant“fund) )
N 'Y Other assets Inq]ude here 1nventor1es and notes rece1 ab]e

a0

N _ \

L 2. L1ab111t1es Th1s rategory/can 1nc1ude accounts payab]e‘and accrued

< - T_3b1l1t1?s riotes, bonds, -ard mortgages payable;. depos'ts, deferred
' ' ' revenues; and contracts pa,able Spec1f1c categor‘es are: s
e Accounts: é@yab]e and’ accrued 11ab111+1es Represents {1ab111ties
for goods yeceived and other expenses incurred for which dis- -
. o bursements- fiave not been made as of the date of the.fiscal report.

. Payro]’s due> and unpaid, amounts- deducted from payroi]s and not -
< yet forwarded to proper, agencies (e.g.,.ircome taxes withheld,. '
- soc tal secur1ty taxes, and ret1reme4t annu1ty pr°m1ums) RN

o Notes bonds and mortgages-payab]e Represents 11ab111t1es for
' outsta.d1ng notes, bonds, and mortgages S :
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. FINANCIAL RESOURCES (ront1tued) o . S N zwx' 0.\

,/' "2: L1ab1Iit1es (contlnued) K . B {

N o De os1ts Includes’ rece1pts for. various purposes that Q. 11brary
may be- requ1red to repay, in whole or part. ExampIes are deposits .

for breakage, room renta] contracts, keys, 11brary books, and
50 forth o _ ‘ e

@ Deferred revenues: Inc]udes payments - made to—the-]wbrary in ad-
vance of the fiscal per1od reported to which they app]y for ser~
. vices to be rendered in a subsequent f1scah per1od '

} .
: e Other I1ab111t1es L1ab111t1es not 11sted or def1ned above In- .,
Ce tIudes contracts payab]e . ’ :

‘/.
/

3..‘Fund baIances /The d1fference (excess or def1c1t) between. assets
©and 11ab111t1es for each of the foIIow1ng-—current funds, loan funds,
endowment and similar funds, annuity and. 1ife 1ncomeé funds p]ant
* funds, . and agency funds Fund ba]ances 1nc]ude

, LN Current-fund ba]ance The net accumu]at1on of the extess of
S current-fqnd revenues over current-fund expend1tures and transfers -

| )
e Endowment and szm11ar ¥und ba]ance The ba]ance ‘of funds in en-
o, - “dowments, term. endowments, and. quas1—endowments spe¢ifically
endowed to the - I1brary ' .

® Unexpended plant. fund Unexpended resources /hat have been set -
_aside for- ‘the purchase or construction of physical: plant in ‘
. excess; of . assoc1ated 11ab111t1es R RN )
T Funds for renewa] and rep]acement ' nexpended resources he]d for : '
1'he renewa] and rep]acement of phys1ca1 plant ‘ -

Net 1nvestment 1n4p1ant The net 1nvescment in p]ant is the total
- equity 7n.facility assets. It is, 1n short the . 11brary s pa1d
; for" p]ant facilities. : o
,o Funds for ret1remegt//t indebtedness:. Resources he]d for the re=
Tirement of, and the interest on, the debt 0wed on the’ 11brary S -
physical plant.. It includes-sinking funds estab11s§ed under.

/ CL» | bend 1ndentures, mor?gage amortization payments\accumulated but
‘ ; “+ not yet:-due, and other resources accumulated for\interest and
., debt ret1rement S - . ,

3 N \
S ) Otn r fund baIances Fund balances not 11sted and def1ned abovc

FIRST PROFESSIONAL .)EGD E Sée HIGHEST DEGREE OFFERED/OBTAINED ' '% ‘

FISCAL- PERIOD A de;xgnated per1od at the end of which a 11brary or 11brary
oo system ‘determines its f1nanc1a1 condition and the results of its opera- .-
‘ - tions ‘and-closes its accounts. The period is usually a year, though fiot
necessar1Iy .2 calendar (i.e., January throug1 Deceriber) year (5)*,

<

T
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4-1-4 PLAN See PREDOMINANT CALENDAR SYSTEM

FRINGE BENEFITS See Comoonsat1on under EXPENDI*URE CATEGORIES AND
TRANSFERS.

CULL-TEXT RETRIEVAL TRANSACTION: Tne search and ~etrievai of information
from a full-text retrieval data base for a use-. Each independent
information unit obtained for the .user should b coiinted, not the‘
gumber of users. Sece also Full-text retr1evg1 data base under DATA

ASE .

FULL-TIME EQUIVALENT COUNTS See ACADENIC STUDENT COUNTS and/or FMPLOYEE
CBUNTS

. FUND BALANCES See FINANCIAL RE°0URLES.
_FUNC SOURCE: See CURRENT-FUND REVENUE CATEGORIES.
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ACTIVITIES.,

" GENERAL CIRCULATION SERVICES: Seg Circulation services under PROGRAMMATIC

" GENERAL CIRCULATION TRANSACTION: See CIRCULATION TRANSACTION.

GENERAL EDUCATION:PROGRAM: See Cultural, recreational, and‘educationa]
services under FROGRAMMATIC ACTIVITIES.

 GENERAL_ LIBRARY COLLECTION: See COLLECTION CATEGORIES.:

GENERAL REFERENCE COLLECTION: See Reference collection under COLLECTION * .
CATEGORIES. . _ =

GENERAL USE FACILITY: See ROOM USE CATEGORIES.
GENERATED INCOME: See CURRENT-FUND REVENUE CATEGORIES.

GIFTS AND EXCHANGES: The acquisition of library materials by gift, or in
exchange, :with another institution for publications of that institution.
(5) Items received and items retained by the library should be re-
corded separately. See also CONTRIBUTED MATERIALS and/or Private gifts,
grants, and contracts under CURRENT-FUND REVENUE CATEGORIES.

‘ ! . . . N / '
GLOBE: See Three-dimensional material under MATERIALS FORMAT. < - -

.'GOVERNMENT PUBLICATION: See MATERIALS ACQUISITION COUNTS.

GOVERNMENTAL APPROPRIATIONS: See CURRENT-FUND REVENUE CATEGORIES. |
GOVERNMENTAL GRANTS AND -CONTRACTS: See CURRENT;FUND REVENUE CATEGORIES. .
GRADUATE DIVISION: See ACApEMIC COURSE LEVEL. h

GRADUATE STUDENTS: sgé ACADEMIC STUDENf'LEVELtj

-

’ ) " . :. .
. GRAPHIC OR REPRODUCTION DEVICE: See EQUIPMENT TYPES. -

' GROSS SQUARE FEET (GSF): The sum of square feet of the floor areas of the

GRANTS: See CURRENT-FUND REVENUE CATEGORIES. -

]

building included within the. outside faces of exterior walls for all
stories, or areas that have floor surfaces. Gross area should be com-
; puted by measuring from the outside face of exterior walls, disregarding
. cornices s pilasters, buttresses, etc., which extend beyond the wall
face, measured in terms.of gross square feet (GSF). In addition to
all the internal floored spaces obviously covered above,:gross area
should include basements (except unexcavated p.-tions), attics, garages,.
enclosed. porches, penthouses, mechanical equipment floors, Tobbies,
mezzanines; all .balconies (inside or outside) utilized for operational -
functions, and cofridors, jprovided they are within the-outside face lines
of the building. ‘Reofed loading or shipping platforms should be-in- .
cluded, whether within or outside the exterior face lines of the. building.

»
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S

'GROSS SQUARE FEET (GSF) (continued)

Stairways, elevator shafts, mechanical service shafts, and ducts are

" to be counted ‘as gross area on each floor through which the’ shaft
passes. Exclude open courts and 1ight wells, or portions of upper .

‘ . floors eliminated by rooms or lobbies that rise above single-floor
, ceiling height. See also ASSIGNABLE SQUARE FEET (ASF).

GROUP TRANSACTION: See INFORMATION CONTACT.

e
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HANDICAI' ACCESS: See BUILDING IDENTIFIERS/CHARACTERISTICS.
HANDICAP~CATEGORY: A handicap is 5n‘qtypica1fphysica1; hea]th,'sensory,
or mental condition which, without the use-of any corrective device,
may substantially limit one or more major life activities. Handicap
categories include: ‘ - ‘

1:' None _ . .

2. Visually handicapped: Persons who have a visual impairment which,

"~ even with correction, is sufficiently severe as’to adversely affect
" their performance of certain activities. A person identified as
visually handicapped may be referred to as partially seeing or

blind, according to the-nature and severity of the handicap. -

3. Hearing handicapped: Persons having an-auditory impairment suffi-
. ciently severe as to adversely affect their performance of certain
activities. A person identified as hearing handicapped may be
referred to as hard of hearing or deaf, depending upon the nature
.and severity of the handicap. ' - |
4. Deaf<blind: Persons having concomitant hearing and visual impair-
-~ ments, the combination of which causes such severe communication
and other deve®opmental and learning problems that such a person
cannot be accommodated by special materials or services solely for
deaf persons or for blind persops. '

s

LTy

5. Orthopedically handicapped: Persons having an orthopedic impairmert
sufficiently severe asto adversely affect their performanc:: -
certain activities. The term includes persons with impairme . -
caused by congenital anomaly, impairments caused by disease, and
impairments from other causes. ' ‘ '

v 6. Other health handicapp:d: Persons having a health impairment su’fi-
Ciently severe as to adversely affect their performance of certain
. activities. Such persons may be-handicapped because of 1imited

- ~ strength, vitality, or alertness due to chronic or acute health
problems. ’ : ‘

7. . Speech handicapped:. Persons having a communication disorder that
Js sufficiently severe to adversely affect performance of certain
‘activities. Such a handicap should not be confused with proficiency
- in the English language. ' . :

8. Mentally handicapped: Persons having a mental impairment (i.e., a

- mental or psychological disorder such as mental retardation,. emo-
tional or mental illness, or specific learning disability) of\ "
sufficient severity as to substantially 1imit one or major life
activities. - ' o ,

9. Multihandicapped: Persons having concomitant impairments, the com-
bination of which cannot be ‘accommodated by special materials or
“special services sclely for one of the above identified categories.

o : R -
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| HEADCOUNT - p profile (point-in-time) jaentification of the actual un-
' dup1‘cated number of jindividuals in a populatien. Usually used for
| “.recOfding and reporting status by categories of .descriptors such as
| full~timg/part-timg, male/female, race/ethric identification, age -

| rangdes, jjcome.levels, and educational attainment. ‘

i

. HEADQUARTERs: See LIBRARY HEADQUARTERS. .

HIGH SCHODL; See Secondary school under SCHOOL. o

pu—

HIGHEST DEgReE OFFERED/OBTAINED: The highest degree/certificate/diploma’ _ .
, offéred py an institution or obtained by an individual which represents
; comP]Etion of any program offered by the institution, or obtained by

~an 1diyjqual- : . L -

1. Certificate or diploma: An award for successful completion of a
: Oupge Oof study or program covering iess tran two academic years
Offeped bY @ postsecondary institution. :

2. ASsocigze dedree (two years‘or more): The degree grantetd upon com-
PTetion of an educational program less than baccalaureate levei
and pequiving at Jeast two but”less than four académic years of

co]'lege» work. . v
3. Bachg]OF'S degree: Any earned>academic degree carrying the title
of Tpachelor.™ . - . , o

4. ,EiQ§E_E£9f%§§igggl_gggrggg The first earned degree in a professional
- T¥ayq. Only the following degrees should be included: (1) M.D., :
(2) p.0.» (3) L.L.B. or J.D. (if J.D. is the first profes ional
degpee)s (4) D.D.§., (5) D.V.M., (6) 9.D., (7] B.D., M.Div., Rabbi,
(8) pod.D., P.M. - . - \

5. ‘mg§§ggjéﬂgéﬂrgg; Any earned academic degree carrying the title of
© “Master-’ | . .

6. Egslgrélﬁggﬂtggé Any earned acaderric degree carrying the title-of
Mdector-D s ot included are first professional degrees such as
.0, D-D.S. : » o

7. Other certificate, diploma, or degree: Includes all other categories
- OF gegrees/dipTomas/certificates that cannot be categorized in any
/ Of ¢pe Preceding categories such as specialist degrees for work
1o . - Completed toward a certificate. ' ; :

| HOLOGRAM: see Projected or magﬁjfied material under MATERIALS FORMAT.

-
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INCOME: See CURRENT-FUND REVENUE CATEGORIES and/or Family -income under
PUBLIC LIBRARY TARGET GROUP.

¢

INDEX: See REFERENCE COLLECTION.

14

INFORMATION AREA: See User. information area under ROOM USE'CATEGOhIESJ

INFORMATION CONTACT: An information contact is an’encounter in person,
by telephone, mail, or ‘other means, between 2 member of the reference/
information staff and a user, in which information is sought or pro-- -
vided. (2) See also Infermation services under PROGRAMMATIC ACTIVITIES.

1. Directional transaction: A directional -transaction is an information
zontact which facilitates the use of the library in which the cor-
tact occurs, and it§ environs, and which may invelve the use of
-sources describing that library, such as schedules, floor plans,
handbooks, and policy statements. Examples of directional trans-
actions are?\§1) directions for locating facilities such as rest-
rooms, carrels, and telephones; (2) directions for locating library
staff and users; (3) directions for locating materials for which
the user has a call numbir; (4) supplying materials stich as'paper
and pencilsi\ard (5) assisting users with the operation ©f machines..
(2) Directional* assistance provided as.a_ part of a reference trans-
action (defiﬁéq\below) shouTd not be counted here.

2. .Reference transaction: A veference transaction is an information
contact which involves the use, recommendation, interpretation, or '
~ instruction in the use of one or more information scurces, or
. knowledge of such sources, by @ member of the reference/information
e staff. Information sources include: (1) print and nonprint mate-
™. rials; (2) machine-readable data bases-(including computer-assisted
" .. instruction); (3! library bibliographic records, excluding circula-"
tion records; (4) other libraries and institutions; and (5) persons
both inside and outside the librdry. o . =

A question answered through utilization of information gained from
previous consulttation of such sources’ is considered a reference
transaction even if the source is not consulted again. A contact
which includes both reference and directional service is one ref-
erence transaction. Duration should not be an element in deter-
mining .whether a transaction is reference or directional. (2)

Type§ of reference transactions include:

® Catalog information transaction: A reference transaction which
specifically requires instruction in the use of the library
catalog, ¢r requires a search of the library's catalog, a union.
catalog, & serials list, or another library's catalog for a spe-
cific work, or works by a specific author, or.works on & particular
- subject. Catalog searches resulting from bibliographic cearches,
5\\\\ fact-finding transactions, or other reference transactions, during

‘ \ . ' 211 ’ . ) i ' .




INFORMATION CONTACT (continued) . .
2. Refeérence transaction (continued) ::;,.: o :.‘l -

T 3

T o ® Cataibg information transaction (continued)

the course of the information contact, should be excluded from . _

.. this category and reported under the appropriate category of

rgference transaction listed below. L .o

ST PR " R LT -

‘o Fact-finding transaction: A reference transaction involving only - = ~

3 question of a factual nature which can be addressed readily and
~often for which a standard reference book, entry (in a reference

file, or knowledge 6f the staff member is sufficient to provide

the answer. Exclude\fact-finding, which is a part of a literature

search transaction (below), a referral transaction (below), or”

2 research and analysiis transaction (below.). '

~

¢ Literature search tra%saction: A reference transaction which in-

. volves extensive scouting of indexes, bib]iographies,,and,maghinéf
_readable literature data bases as well as the library's. own.mono- _ *
graphs and serials, in order to locate information on the: subject ...
of inquiry." (5)* Selective dissemination of information (SDI) N
or bibliographies developed in anticipation of user's requests, -\
or on-a recurring basis should not be included in this category.

For reporting purposes, count here-only “he literature .3earch re-
quest, not the number of bibliographies, indexes, or data bases
searched to satisfy the request. Categories of literature search

. ‘are: . . ,

- Literature search of the collection: A reference transaction
which involves extersive scrutiny of indexes and bibliographies °
in print or print facsimile, as well as materials in the library:
collection, in order ‘to locate information on the subject of
inquiry. J ' : e

- Bib]idgraphic daié base literature search: A refereﬁce trans-
action involving a subject (or other) search of machine-readable .
 data bases . for the purpose of yielding a bibliography or list

© of citations specifically addressing the subject of the inquiry. .

- Combinec literature search: Anyﬂ]iteféfure'searcﬁ-which'entai]s
both manual and machine searching. = St

Jd

- Other literature search: Any literature searches not named or’
defined above. ' C

e Readers or research advisory transaction: A yeference transaction -
which involves consultation for reading or r search prob]ems,‘féc-
ommendations of books and a reading or research program, -Or in-;
structi: : in the use of the library and its resources -(beyond - |
catalog use). Exclude class instruction in refding, such as right-
to-read programs, which specifically cddress reading and are not
primarily intended to upgradeslibrary skills and whick should be .
‘considered under cuitural, recreational, and educational services.

P
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INFORMATION CONTACT (continued) - |

2. -Reference transaction (continued)

e Community referral transaction: A reference transaction-which: SRR
. involves the provision of information about the community, com-
' munity activities, community services or agencies, and comunity
caleridars. Such ‘a transaction typically requires the determination
of the.user's need and the appropriate ggency«information-Feferral
or community information referral to meet this need. Community
‘services, resource referral files, schedules of evénts, and maps:

’

-s0f the community may be consulted. = - ..

é Other referral transaction: A reference transaction which involves
the provision of information about or from offices, departments, —
or.agencies outside of the Tibrary (other than those encompassed -
by ‘community referral). Such a transaction may require directing
the user to persons.or organizations external to the library.

® Research and analysis transaction: A reference transaction-which ™
Tnvolves the provision and interpretation of extensive informa--
tion about a particular topic, or topics. Such a transaction may
require the consolidation and analysis of information from a _
variety. of sources; independent research on the part of the Titrary
staff; and the synthesis of this .information into a singie "ir-
formation package" for the user. .Such a transaction may 2150
require lTiterature searches, referral to agencies apd organizations
outside of the Tibrary, and other components of other types of
' . reference transactions. However, it is distinguished from these
ST : by the interpretation, synthesis, :and analysis of the information
- ‘required by the library staff.- - :

e Other reference transactions: Other reference transactions not
identified above. - ”

O Group transaction: A group transaction is an information cortact

' .~ 7n which a staff member provides irformation service, usually in-
tended for a number of persons, rather than an individualized
response -to a specific need of one or two persons.at & time.
Examples of group transactions are: Tectures, library tours, book.
reviews and discussions, media .presentations’and similar programs,
instructional programs in research methods and similar programs.. o
If a seriés of such présentations is made, each session should be
counteg separately. (2) " Group-transactions include transactions:
‘both on\and off the library prémises, as long as such transactions
are sponsored by the library. For counting purposes, the transaction

. chould be counted as one. In addition, the number of persons

- attending each transaction should be counted. C

INFORMATION SERVICE .-HOURS: 'The number of hours annually in which an .in-,
formgtion service point is staffed and prepared to provide information/
service to the\library's clientele. For reporting purposes, the totay
number of hours\annually for each service point mairtained oy the library

~ should be totaled:to yield an overall Tibrary total. The hoﬁis of any

\ . . . X -

\
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o  INFORMATION SERVICE HOURS (continued) .

. service .point should be calculated on the service point and not upon
~. the number of staff members available at that service point simulta-
nedbusly. Thus, a service.point staffed for one hour by two individuals’
is the equivalent aof gne information service hour only. :

INFORMATION SERVICES: See PROGRAMMATIC ACTIVITIES.
INPpT-OUTPUT}DEVICE? See Computer Aevice.undeFJEQUIPMENT TYPES.

o

INSTRUCTION/RESEARCH EMPLOYEE: See RESEARCH/INSTRUCTION EMPLOYEE.

 INTERBRANCH LOAN: Séé INTRALIBRARY LOAN. -
- INTERLIBRARY COOPERATION: See CONSORTIUM; NETWORK, AMD/OR COOPERATIVE - . .
~ 'ENDEAVOR. B S - R
INTERLIBRARY DELIVERY SERVICES: See Interinstitutional exchange and
delivery services under PROGRAMMAT;C ACTIVITIES. - .

-

INTERLIBRARY LOARe (ILL): Materials sent in answer to specific title,
. author, or ILL subject requests made between 1ibraries or library. ;
agencies that are not under +he /same administration (i.e., interbranch
' and intracampus lending and borrowing are excluded). (19)* See also
- - INTRALIBRARY LOAN. s o
Lo INTERLIBRARY.LOAN BORROWING ACTIVITY:. The activity of a library.related
N to requesting’ dnd obtaining, -from other libraries, materials requested
by library cligntele. o . o

1. Item requested: The haterial requested from another library for a .
© patron of the reporting library. An item requested should be
- counted ogly once regardless of the number.of libraries queried
for the item requested. . -
2. Borrowing request: A query sent tc another librdry for an item
requested by a patron of the reporting library. Such borrowing
requests should be counted whether or nhot the request is filled.

3. Request f111éd within user specified timéi Material sdpp]ied to.
The patron in.response to a borrowing request and within the time
in which the material .is still needed for the patron. . _

. INTERLIBRARY .LOAN LENDING ACTIVITY: The activity associéted with lending
. materials from the 1:brary's resources to-other libraries or furnishing
photocopies of materials requested by other-libraries. Such activity
should be in response to a specific borroqing request from another

library as distinguished from bulk loans. .

R 1. Lending request: A request received from another library for mate-

. rials believed to be owned by‘the_reporting'library.

/. i . . . ‘ A
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INTERLIBRARY LCAN LENDING ACTIVITY (cont1nued)

2. Filled request The materiaj requested is Toaned to the req est1ng
o ”’Tﬁbrary, or a photocopy of mater1als requested is supp11ed to .the
requesk1ng library. » S - )

\

‘e In or1g1nau format: Those items that are loaned to another 11brary

- from the reporting library's collection in the same form in.which
it residescin the collection (e.g., book, film, record, etc.) and -,
are intended for return to the reporting 11brary ’ :

() In reproduced format: A fa simile, reproduct1on of an .item (e.g.,
'a paotocapy) provided in-order to fill-a lending 'request. Typi-
cally, reproduct1on costs are paid by the requesting library and
the material is not intended for return to the reporting 11brary.
Included in this catedaory are photocopies of articles from jour=-
“nals, & cassette copy of a record, m1croform reproduct1on and
o) forth - s . )

INTERL:Z BRARY LOAN SERVICES See Inter1nst1tut1ona1 egphange and de11ve51
servigces under PROGRAMMATIC ACTIVITIES

INTERNATIONAL STANDARD BOOK NUMBER (ISBN): The 1nternat1ona1 code that
identifies concisely, uniquely, and unambiguously, a book, based on .the .
American- National ‘Standard and approved by the International Organiza-
tion*for Standard1zaf1qn as’ ISO 9108 Internat1ona1 Standard: ‘Book ’
Number1ng . .

[

INTERNATIONAL STANDARD SERIAL NUMBER. (ISSN) ~The 1nternat1ona1 numer1ca1
code that ideptifies concisely, uniquely, and unambiguously, a serial’
publication, based on the American National Standard, Identification
for Serial Publications, 239.9, 1971, and approved by the Internat1ona1
0rgan1zat1on for Standard1zat1on as ISO 3297 Internat1ona1 Standard -
Serial Number1ng (4 . .-

INTRALIBRARY LOAN:. A loari made from one' 11brary (or one branch) to another
within the sams liprary system. (5) . .

)

?
N\~
INVESTMENTS See dssets under FINANCIAL RESOURCES.  ~ =

ISSUE: A single un1que1y numbered or. dated part (1nsta11ment) of a’ per1- .
od1ca1 (4) : .

-~

i/
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TOINT AC QGISITIONS See MATEPIALS ACQUISITION COUNTc ’,:
JOINT LIBRARY: Sce ACADEMIL REPORTING-UNIT STRUCTURE and]or SPECLAL

‘LIBRARY REPORTING-UNIT STRUCTURE
: JUNIOR HIGH SCHOOL: See Secondary school under scnoo]

JUNIOR-SENIOR nIGH SCHOOL: See Secondary schoo] under QCHOOL
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LABOR COST See Act1v§iy measures under’PROGRAM MEASURES )
| LABORATORY FACILITY See ROOM USE CATEGORIES. *
LAG. TIME See Act1v1ty measures under PROGRAM MEASURES

R ‘LKNGUAGE PROFICIENCY: “The - ab111ty of the 1nd1v1dua1 to read wr1te, speak,
. and’ qnderstand Ianguages v ( - i} _

1. ‘°rof1c1ency Witk Eng]1sh An 1nd1cat1on of a person's b111ty to_
.. ‘understand the English’ Tanguage Th1s 1nc1udes’tﬁe ab@lity to
ot read, wr1te, and "speak. o , _ !

4 -
2. Pr1mary Tanguage' The' Ianguage that a person uses an comprehenca
most easily. | SRR i - N

Y

3. Other Ianguag_(s) in wh1ch prof1c1ent Any Ianguage(s) or dwaIect(s)
> exciuding the primary language.. in which ‘the person has at least a
' moderate degree 6f proficiency, i.e., in speaking, ‘reading, and/or
writing. Sign language may be 1ncIuded here Arf such Ianguage
should be spec1f1ed ) , N

IEAFLET See angh under MATERIALS -FORMAT.. \
LCEARNING RESQQRCE CENTER An 1nst1tut1ona1 fac11fty which provides teach1ng
or instruction materials and related equipment to the user individually
»-and in classes, including computer-ass1sted instruction, audiovisual
teaching and training packages, and educational materials intended for
self. 1nstruct1on - See also SCHOOL LIBRARY/MEDIA CENTER L
) . \cadem1c I1brar1es and schooI 11brary/med1a centers shgyId jdentify the '
. type of reIat1on°h1p ma1nta1ned w1th the Iearn1ng resource center of .
A the parent organ1zat1on b : : : . 4
. ~/
) "']{_vNot app11cab1e (there is no Iearn1ngﬁresource center)

{ <o ee

é. -Part oﬂ the I1brary/med1a center .o

"

ot 3. Adm1n1strat1ve1y ‘equal to the I1brary/med1a center and under a
' CCEmON adm1r1strator E ]

4fi,L1brary/méd1a center is part of the Iearn1ng resource center )

. 5. No forma} rélationship between the Tearn1ng resuurce center and
\\ - the I1brary/med1a center Sy C ha ;e
© LEASED COLLECTION . Library materials that are rented from vendor or
&rcommerc1aI/F1rm for a lTimited per1od of t1me '~ The I1bran§imay have-a.
'purchase opt1on allowing it.to buy all or part 'of the colléction at a
- fraction of the purchase price. The collection may be stable for a
'. - contracted time per1od or .it may be rotated at given ‘intervals. See
aIso RENTAL COLLECTION T C
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‘LEGAL CbNTROL The const1tuency to Which the parent organ1zat1on or sponsor
of .the library has primary legal respon51b1}1ty Contro] can be cate~
: nor1zed into the following subgroups ' \ -
¢ . £
1. ~Pub11c Csntrol of policy and fund1ng or1g1nat1ng d1rect1y on in=
’ E1rect1y from a constitutionally defined form of government. The
\ f0110w1ng subscategor1es are genaral;y used B
PERY . .
e Federal controt ' o )

.. v

® State or terr1tcr1a1 cont"o1

~\

~® School dxstr1ct control ' . It

@

3

°® Reg1ona1 control R S R

. & County or.borough contro]

) Mun1c.pa11ty (Jnclud1ng townsh1p and c1ty)‘tontro];'
. . L} -'I s . - : ) )
K ® Other pub11c contro] . 7 o
. . - 4_} . .
« 2: Private: Contro] of policy and fund1ng originating primarily from
> a nongovernmenta] ent1ty The following subcategor1es are generally

’ _~used ,
. ‘.nh' ) Pr1¢ate f0r~prof1t . - ”\\

T ° Independent nonprof1t

o(Pr1vate, aff1]1ated w1th-é religious group

‘:o Other pr1vaté’contro: o vl

3. ther} Contre1 of po]1cy and fund1ng or1g1nat1ng from & comb1nat1on
I of governmentdl and nongovernmenta] entities.- .

LEVEL: See_ ACADEMIC COURSE. LEVEL and/or,ACADEMIC SI_EFNT LEVEL
; LIABILITIES See FINANCIAL RESQURCES Sy

o

" LIBRARIAN: See Spec1a11st/]1brary profess1ona1 under PERSONNEL RESOURCE
CATEGORIES. R C ,

‘,LIBRARY ‘Irrespective of its ‘t1tle, a library ig def1ned as dhy un1t B
meet1ng all of the fo]low1ng qua11f1cat1ons - i

1. Maintains and’ contro]s an- Ur@an1zed co]lect1on of pr1nted mater1als,
. * other graph1c mater1als, and/or‘nonpr1nt media. .
Prov1des a regu]ar staff1ng 1eve1 in which the pr1mary funct1on of .
* this .staff -is tp provide materials, facilitate the use of the
"collection, and deliver informatiop,services.to meet the informa- '
) t1ona1, educat1ona1, or recreat1ona1 needs of its c11ente1e
- L . "

s

N,
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LIBRARY (continued) . ™~ . " ... 7 °
.3. Maintains an established récufrent.sthedule in which services of ~
' the staff are available to the unit's clientele. :

I3

LIBRARY ASSISTANT: See Library technician under PERSONNEL RESOURCE
. CATEGORIES. o ' : T

LIBRARY BOARD: See PUBLIC LIBRARY REPORTING-UNIT STRUCTURE.

LIBRARY GENERAL INFORMATICN SURVEY (LIBGIS) CODE: Number assigned to the
library by the Naticnal Center for Education Statistics (NCES) for the
purpose of completing the Library General Information Survey.

'LIBRARYiHEADQUARIERS: The location of the administrative-offices of the
Tibrary. These,offices may or may not be located at a library.

LIBRARY IDENTIFIERS: The name, address, and code identifying the parent
organization (of which the reporting library is a part) as unique, and
the Standard Library Identification Number of the reporting library.
Such “identifiers may also include congressional district, state senate
district, and standard metropolitan statistical area. Specifically,

‘these identifiers include:

1. Corporate name of parent organization or sponsor: The official
name of the organization, partnership, or agency of which ‘the
library is a part should be used. Do not use the name of the
1ibrary itself. If two or more independent organizations are

serve@ by the library,. the official name for each should be ]isted.

4 2. Organization code: The .code designation for the organization,
partnership, or agency of which the library is a part, and which
is identified by organization name. Such codes vary from setting
to setting, and may vary with surveys. However, such codes include
the Federal Interagency Committee on Education (FICE) code for
academic.institutions, the Elementary School General - Information
Survey (ELSGIS) Code for schools, and so forth. If two or more
independent organizations are served by the 1library, code desig-

_ nations for each organization should be reported.

3. The American National Standérds Institute Standard Library Identi-.
Fication Number (SLIN): A coding plan for systems identification
- ofs library organizations throughout the U.S. :

4. Location: The location of the 1ibrary_heédquarters or centfal‘
offices should be considered the place of address for a library
system. The following.types of information are useful in reporting

1oc;tion:
.@ Address: The mailing address, city, staté; and zip code of the
‘cenzral offices of the library.

e U.S..congréssional district: If a library-system has service out-
Tets or service points in more than- one congressional district,
each district should be cited. -
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© LIBRARY IDENTIFIERS (cbntinued)
| 4. Locat1on (cont1nued)
e State 1eg1slat1ve district: If a library system has serv1ce out—“

“Tets or service points in more than one legislative district,
.each detr1ct should be cited.

(] Standard Metropo]1tan Stat1st1ca1 Area (SMSA): A designator em-
ployed by the U.S. Bureau of- the Census for a city (or c1t1es)
of specified population which constitutes the central city and
the county (or counties) -in which it is Iocated

e County: If a library system has serv1ce outlets or service points
in more than one county, the name of each county shou]d be cited.

LIBRARY OF CONGRESS CARD OR CARD COPY: See Der1ved cata]qg1ng,under CATA-

LOGING ACTIVITY.
LIBRARY OF CONGRESS CLASSIFICATION See CLASSIFICATION SYSTEM

LIBRARY TECHNICIAN\XSee Technical empon;g under PERSONNEL RESQURCE, CATE—_

_ GORIES.
LISTENING CENTER: ‘See Aud1o ‘device under EQUIPMENT TYPES

LITERATURE SEARCH TRANSACTION See Reference transaction under INFORMATION

CONTACT. - o _ B -

‘ LOCATION (OF LIBR\RY) See LIBRARY IDENTIFIERS.
LONER DIVISION: See ACADEMIC COURSE LEVEL.
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MACHINE ASSISTED REFERENCE SERVICES See Informat1on services under.
PROGRAMMATIC ACTIVITIES i

MACHINE READABLE DATA BASE See DATA BASE.

'.MACHINE READABLE DATA BASE LITERATURE SEARCH See Reference transaction
under INFORMATION CONTACT ~ .

MAGNETIC STORAGE: See Computer mater1a1 under MATERIALS FORMAT

MAGNIFICATION DEVICE: See PrOJect1ng or magn1fy1ng7dev1ce under. EQUIPMENT‘
TYPES. : -

-~ MAGNIFIED MATERIALS See Prqgected or magnified mater1a1 under MATERIALS |
FORMAT , A

MAIN CAMPUS See farent 1nst1tut1on/ma1n campus under ACADEMIC REPORTING-
UNIT STRUCTURE. T

MAIN LIBRARY4 See Central Iibrarx_under SERVICE QUTLET.

MANDATORY TRANSFER-OUT: See EXPENDITURE CATEGORIES\AND TRANSFERS.
‘MANPONER RESOURCE CATEGORIES: See PERSONNEL RESOURCE CATEGORIES

 MANUSCRIPT: See MATERIALS FORMAT. . (
" MAP: See Pictorial representat1on under MATERIALS FORMAT. ;

MASTER S DEGREE: See HIGHEST DEGREE GFFERED/OBTAINED

MATERIALS ACQUISITION COUNTS: The reporting and record1ng of data _about
materials acquired by the library for internal and exchange purposes
. See also COLLECTION COUNTS. For purposes of counting newly acquired
" materials obtained by the library, it is useful to examine the following
.types of materia¥s formats separately:

, .
1. Periodical subscr1pt1ons (exc]ud1ng m1croform1

Other serials subscr1pt1ons (exc]ud1ng m1croform)} S

R

~

Books (in print)

22 W

.Other print materials .

5. Micr&form

6. Nonprint materials o R

For the.above categories, publishing source shou]d‘beiexaminedf

3

53 3
/4 ‘)
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MATERIALS ACQUISITION COUNTS (continued)

1. Government publication: Any publication in book, serial, or other ,
materials format bearing a government imprint, e.g., the publica-
tions of Federal, state, local, and foreign governments and of
intergovernmental organizations such as United Nations, European
Common Market, and so forth. (18)* For reporting purposes,-include
government. docu nts as a separate count for acquisitions. This
‘count need not. S;xmaintained as a separate count of holdings unless
the :library is governed-by depoSitory regu]ations indicating other-
wise.

2. Domestic nongovernmental;pub]ication:‘Any book, serial, or other
‘materials format published (or procuced, as in the case of nonprint .
materials) in the United States other than by a government agency.

3. Foreign nongovernmenta];publication Any book, seriaI, or other
materials format pubiished {or produced, as in the case of nonprint
" materials) outside the United States by cther than a governmenta]

or intergovernmental agency. - B o

Depending upon the level of detail desired at the local IeveI, it may
be useful.to further refine thse categories. For example, among school
Tibrary/media centers, nonprint materials ‘should be examined in greater
detail. - Among government publications, the distinction between local,
state, national, foreign, and international issuing agency may be of
assistance. .

Counts of materials in each,of the above stated categories shou]d include:

e,
1. Physical units/volumes acquired

Titles .acquired

2
3. Number of subscriptions maintained (including duplicate titles)
4.

Number of unique subscriptions maintained (exc]uding dupIicate

titles)

At a minimum it is useful to examine coI]ection materiais acquisition
expenditures in the roIIOWing for each of the above stated categories
of materials: : ~ .

1. Do]]ars expended ) . . &
2. Physical units and/or subscriptions received gratis or through
Xthange ,

3. Physical units an;/or subscriptions acquired jointly with another
ATibrary or _agency

(4

.4. Do]]ars expended on joint acqu151t10n5

MATERIALS ACQUISITION SERVICES See Technical services under PROGRAMMATIC .
ACTIVITIES , .

»
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 MATERIALS CONVERSION: See COLLECTION RESOURCES MAINTENANCE ‘ACTIVITY.

MATERIALS FORMAT: The media in which the items of the library's collec-
o . tion are contained. Typically, the materials .format determines the -
K . type of housing necessary for the material, and may dictate the type
' of equipment necessary to access the material. Categories of materials
format are: ' : ' o

1. Print (or printed) material: Material utilizing the print medium
{for example, newspapers, books, magazines). This category gen-
erally includes textual or book-like materials rather than all
materdals which are actually produced by a printing process. Q7))

. For reEorting purposes, print kits should be excluded and reported
under kits. - . : -

e Book: A nonperiodical printed publication bound in hard or soft:
covers, or in loose-leaf format, of at least 49 pajes, exclusive
of the cover pages; or a juvenile publication of less-than 49
pages bound in hard or soft covers. (6)* For repcrting purposes,
exclude atlases from this category and report undev pictorial
representation. Exclude telephone directories, air schedules,

and similar materials of short-lived relevahce.

e -Serial: A publication issued in successive parts, usualty at regu-
L _ Tar intervals, and as a rule, intended to be continued indefinitely.
R . Serials include periodicals,.newspapers, annuals (reports, year-
books, etc.);, memoirs, proceedings, and transactions of societies.
They may .include monographic and publishers' series. (5, 7) '
. For reporting purposes, exclude serials reported under book, above.
o Categories of serial are: T '

' : -~ Periodical: A serial publication generally printed on paper
- other than newsprint, intended. to appear indefinitely at
regular or stated intervals, generally more frequently than
~annually. - Individual issues are numbered consecutively or
dated and normally contain separate articles, stories, ot
other writings. They contain subject matter of either general
interest (fiction or nonfiction) or else are primarily devoted
to articles, studies, reports, and factual information on spe-
cialized subjects, i.e., legislation, finance, trade, labor,
farm, machine,, pure and applied science, fashion, sports, -~
hobbies, etc. Newspapers disseminating genéral.news and ‘the
- proceedings, papers, and other publications of corporate bodies
- s - primarily related to their meetings are. not included in_this
-~ category. (5, 8, 9, 24)* Divisions of this category are:
-Bound periodical: Issues of a periodical usually constituting
® the whole or a consecutive part of a definite publishing period,
" affixed together with an -adhesive with or without stitching,

// . Ed

/ ' and usually encased in a protective cover with identifying
a marking added to the spine, and sometimes also to the front
of the cover. (4) ) _ . ; :

-Unbound periodicaT: Individual issues of a volume-of a peri-
odical not attached by binding. (4) : . _
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MATERIALS FORMAT (continued) ™

1. Print.(or pkinted) héteria]s,(confinued)

° Seria] (cont1nued)

- New<2ager A serial publication usua]]y pr1nted on newsprint
without a cover and with a masthead, issued at stated and
frequent intervals (usually daily or weekly) which reports - §
events and discusses topics of current interest, and is usua]]y.
a "primary: §ource" of information to its readers (5, 8)

- Serial service: A serial pub11cat1on wh1ch is rev1sed accumu-
Tated, or indexed by means of new or replacement pages. (12)
Include loose-leaf serV1ces

- Other serial: Any ser1a1 pub11cat1on not defined or 1dent1f1ed
above.

1]

" @ Other print material: Any material ut111z1ng the print medium no%
ideptified or defined above. Where appropriate, this category
* - may be refined to ref]ect the :following categor1es

- Pamphlet (not in vert1ca1 file): An 1ndependent publication
. consisting of a few leaves of printed material fastened to-
J gether, but not bound. Usually enclosed in paper covers.
Includes Teaflet. (5) '

- Vertical file material: Those items such as pamphlets and
- ¢clippings which-are filed vert1ca11y in drawers for ready
reference. (5)* _ :

- Other print mater1a1 Any material in pr1nt not 1isted and
defioed above. Include here rail”and air schedules and other
nonserial print materials of short- term re]evance

2. Microform: Any materials, f11m or paper, pr1nted or photograph1c,.
fcrororm
containing microimages which are units of information, such as.a
page of text or drawing, too small to be read without magnification.
Includes computer output microform.’ (17)* Microform should also
be described in terms of periodicals and other materials formots
descr1bed above. : . _

‘ e Aperture card: A data card with a rectangu]ar ho]e or ho]es
spec1f1ca11y prepared for mounting and insertion therein of
m1crof11m (17)*

® Microfiche: A sheet of microfilm containing microimages in a grid
pattern. This category includes ultramicrofiche or ultrafiche.

(17)*

o M1crof11m A fine-gra1n h1gh reso]ut1on f11m conta1n1ng an image
greatly reduced in size from the original- (17), and usua]]y stored
-on-a reel, _

B
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MATZRIALS FORMAT (continued) _ | B

—

2. Microform (continued) . ‘2 .
- —_—‘ — . N

e Other microform material: Any microform material not listed anJ
defined above. (17) . ) . .

Audioreébrdiﬁg; Material on which sounds (only) are stored.and can

IR

be reproduced (played back) mechanically and/or electronically.
(17) Included are: o S

e Audiocard: A ‘thin card with a strip of 1/4 inch audiotape across
The bottom of its width (usually 17 inches or -less). The sounds
recorded on tape are usually 10 seconds or less in length. Space

* is provided above the audiotape for pictures or words. (17}

o Audiodisc: A disc, usually of vinyl, in which is impressed a con-’
tinuous fine spiral groove. As the aydiodisc revolves, it causes
a stylus to vibrate and produce -el :ctrical signals which are
*converted to sound. (Also called phonograph record, phonodisc,
sound recording, phonorecord, and variants of these terms:) (17)

—

vide (similar to’ that on audiotape) containing an audiorecording.
An audiopage requires special playback equipment and is not the
samé as an audiocard. (17) ) : : '

e Audicpage: A specially-prepared page or sheet backed with ﬁagnetic

R

) Audfotagé: A strip of magnetic tape on one side of which electri-

_;ggw/signa}sware”FéEbrded which can be converted to reproduce
sound. While audiotape ranges in-size from 150 mils to 1 inch,
the most common size in instructiondl applicatjons is 150 mils
(in cassettes) and 1/4 inch (reels). This category includes
audiotape reels, cassettes, and cartridges. (17)

¢ Other audiorecording: Any audiorecording not 1isted and defined’

above, including dictation/transcription belts, which make up

* £he library's collection.

Computer materia]:'Matérial,intended.fbr use‘Wifh the computer,

efther as input or output, which has’data recorded on it in some
-.form. * Does not include computer output microfilm. (17) For
reporting purposes, exclude computer material which is. solely

intended as part of the support systems of the library (e.qa-,
catalog card production). Include only material for use by the
library's user group. N o .

o Computer printout: The printed output of a computer usually on
a continuous- sheet of paper. Specifically designed forms for -
printing information with a computer printer are also recorded
heré. (17) ’ ' : :

¢ Magnetic storage: Data stored on magnetic tape,. disc, cassette,
or other magnetic data storage medium. Each physical piece should
be counted as one. . \ : can v




-221-

“ MATERIALS FORMAT (continued)

S Computer material (cont1nued) ' o - .

© Other computer material: Any recorded computer mater1a1 not
11sted and def1ned abOJe, including card decks. :

5. Electronic dwsp1a1,mater1a1 Material on which signals are recorded -
for use through electronic display on a cathode ray tube,. usually -
- “television. The recorded signal is\for reproduction of pictures
‘ usually accompanied by sound. Does not include recorded materials
o for computer output on_a cathode ray tubg (17) '

° V1deod1sc A disc on wh1ch are recorded v1deo and/or audio signals
- - for television use. A videodisc requires a.video-player compat1b1e
with the videodisc. (17) . »

e Videotape: A magnetic tape on which video and audio signals are
recorded {or television use. The tape varies from 1/2 to.2
inches in w~idth and from 0.5 to 1.5 mils in.thickness. The most
common sizey for instructional use are 1/2, 3/4, and 1 inch wide.
. Videotape may be.on an open reel or in a cartridge or cassette.
: J
e Other electronic display material: Any recorded materia1'for-e1ec-
*  tronic display not 11sted'and defined above a7 -

, 6. Projected or magnified material: Recorded v15ua1 mater1a] which is
* Tntended to be enlarged, magnified, or projected for use. Some of
.the materials are accompanied by sound (17) ' .

¢ Filmstrip or filmstrip set A length. of film that presents a.
sequence of related still pictures- for. prOJect1on one at a time,
Most filmstrips are on 35 mm-film but some are 16 mm or smaller.

A filmstrip is single-frame if the horizontal-axis of the pictures.
“is perpend1cu1ar to the sprocket holes; it is double-frame if the
horizontal axis of thepp1ctures is parallel to the sprocket holes.

It may or may not-have provision for sound accompaniment (e.g.,

", - .accompanied“by a cassette or record). Includes 'sound filmstrips
(also called strip- f1]ms) and f11mstr1p set. (17)*

lad

e Hologram: A material which presents the 111us1on of three dimen-
sions, complete with parralax. A ho]ogram is created by a
photograph1c techn1que utilizing a laser. (17) L

° Motion picture film: A flexible, usua]]y transpareﬂt mater1a1
‘With or without a magnetic or.optical sound track, bearing a
"sequence of images which create the illusion of movement when
‘projected in.rapid succession (usually 18 or 24 frames per. sec-
ond). Common film sizes in use are 16 mm; 8 mm, and single/super
8 mm. - (17)* _ Include here f11m loops.

- @ Overhead transparency:-:An 1mage on a transparent sheet of material
“intended for use with an overhead projector or light box. (17)

Lo




MATERIALS FORMAT (continued) — ~
6.

N

e,

B

Projected or magnified material
. R ,

ofélide:'A.tranSparent image on film or glass (usually photogréphit)- ,
Intended for use with a slide projector or microscope. May -be
accompanied oy audiotape or cassette. (17)*

e Stefeogragﬁ: A pair of opaque or transparent images (usually
photograph

ic) intended .to prodyce a three-dimensional effect

- ._when viewed with stereoscopic equipment. (17)

" "o Other projected or magnified material: Any other projected or-

magnified material not 1isted and defined.above.

Pictorial repkésentation: Two-dimensional matepia]'with pictorial
Tnformation which does not require special equipment or magnifica-

" tion for use. (17)f Where applicable, this category may be refined

to gpecify:

(] AtTaéE-A‘voTume'of mqbs,-p]ates, engravings, tables, etc. with
or without a descriptive letterpress. ).

e Chart: An opaque sheet exhibiting-information in graphicnbr tab-
ular form, or by use of contours, shapes, or figures. Does: not .
include navigational charts, which are c1assified'withrmaps.é (17)

. - -4;‘ . '

@ Map: A representation, usually on a, flat surface, of the eétth

or the heavens. (17) - _

® Picture: A representatijon made on opaque materials by drawing,

- painting, photography, or other graphic art téchniquqs.._(]?)
Included in this categoryare airt prints, study prints, and
photographs. ) ' -

. @ Other piciorial representation: Any pictorial material not included

above. . _ .

Three-dimensional material: Material which is most easi]y,b]assified

.3n terms of its three-dimensional aspects. (17) Included in this
.category are: . . S . .

o Diorama: A three-diménsibna] representation of a scene. (]7)

@ Exhibit: A collection of objects and materials arranged 1in a
setting to convey a unified idea (17) _

6 Globe: A sﬁhere upon which is depicted‘a map of the earth or the

heayens;”Ehowing elements in their proper relationships. (17)

e Moci-up: A representation of a real device or process whose essen-
tial elements may be modified and .emphasized for specific training
and analysis. a7y - _

: /
. o . /
e} o - c o 2;.. 8 /
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: MATERIALS FORMAT. (c0nt1nued) o L ~ e

"A8. Three- d1mens1ona] mater1a1 (contlnued) . , [/

® Mode] A three-d1mens1ona1 representa+1on of a real th1ng, pro-
.. duced in the. exact size.of the original, or on a smaller or #
: }ar?er scale. Inc]ude in th1s category sculptural reprodUCt1on$
' ]7 i '

,'o Rea11a. Tang1b1e obJects, real items (as’ opposed to representat1ons
. . or mode]s) as they are w1thout a]terat1on Inc]ude in th1s/cate--
_gory-specimens.. (17)* . . o , i

/r'

r

o Simulation material: Mater1a1 deve]oped spec1f1ca11y to 1mjtate

a real situation and which provides part1c1pants with ro]e-p]ay1ng .

. experierices’ .through-a set of allowable actions‘and a spec1a11y
. created framework within wh1ch the act1ons take place. (ﬂ7)

e Other three-dimensional mater1a1 Any. three-dimensional mater1aI
. not Tisted and defined above. Include 1n th1s category/games
and toys. ° o Lo _ ﬂ :

g, Other materials format: Any unit of material held in theﬂ11brary
. colTection which is not Tisted and def1ned above. Th1s category

includes: _ i
- ) : o
‘ /

°. Bra111e mater1a1 Library mater1a1 for the v1sua11y/hand1capped
‘using a 'system of ra1sed dots representing Ietters and numera]s.

: (5)

e Kit: A collection of mater1als in more than one med1um or more .

" than one category of medium that is subject related and intended
for use as an-instructional unjt (e.g., book.bags;, and SRA kits).
Exclude .sound filmstrip, s1ide/audiotape, and f1Tmstr1p set,
which zré defined above, unless they are accompdn1ed by materials
in other’ formats _ g

c.Manuscr1Et The handwritten or typewritten c0py of an author S
<. work before it is pr1nted (1)*

® Score: The written or pr1nted form of a mus1ca1 work in which

the music for participating voice and/or instruments appears.on
one staff-or on two or more staves, one above the other. (1)*

e Other - ' ' /

- MATERIALS ORGANIZATION AND CONTROL SERVICES See Technical services under
. PROGRAMMATIC ACTIVITIES

MEDIA CENTER See LEARNING RESOURCE CENTER and/or SCHOOL LIBRARY/MEDIA

"~ CENTER. L o .
MEDTA DISTRIBUTION SERVICES See C1rcu13t1on services under PROGRAMMATIC
ACTIVITIES .
241



MEDIA PROFESSIONAL See Spec1af1st/11brary profess1ona1 under PERSONNEL
RESOURCE CATEGORIES. , .

e MEDIAITECHNICIAN See Teciinical employee under PERSOIEL RESOURCE CATE-
GORIES: -

A

. NEDIAMOBILE: See SERVICE OUTLET. '
; MEDIAMOBILE STOP: See Med1amob1ﬂe linder SERVICE OUTLET o )
‘MICROFICHE See M1croform under MATERTALS FORMAT. ©
MICROFILM See M1croform under MATERIALS FORHAT
MICROFILM CATALOG: See CATALOG.
MICROFORM See MATERTALS FORMAT. -

MICROFORM READER OR READER/PRINTER See Projecting or magn1fy1ng device
under EQUIPMENT TYPES.

MIDDLE SCHOOL : See " SCHOOL.

-

MINIMUM ADMISSIONS REQUIREMENT: The usual m1n1mum requxrement for adm1ss1on
"to the institution or school. (of which the library is a part) as ‘a regu-
lar student in the lowest education program or grade offered by the in-
stitution or school. Disregard admissions to special programs, exceptional
status, or other circumstances that do not conform to the typically en- .
forced admdss1ons ‘policy. The fo]]ow1ng categor1es app]y ,

For academic. 1nst1tut1ons

1.- Only the ab111ty to prof1t from attendance . RIS

. 2. High schoo] graduat1on or recogn1zed equivalent

- 3. High school graduation, plus an indication of superior academic
‘ aptitude (class standing, grades, curr1cu1um, gart1cu1ar schoo1
test scores, etc.) .

4. Two-year college gradua%ion .

-b. Four-year co]]ege graduat1on

_ 6."0ther m1n1mum adm1ss1ons reqy1rements

For schools o

1. "Location of residence

. | d
2. Aﬂg . | . e
3. Grade or year standing I ‘
4. Successful cdmnletiOn of entrance examination or other test

fRIC . L 230




12, No requ1rement

5

, 6

MT“7} Spec1a1 need
8
9

~lo. Employability -

1. Other requirement ) -

MUSIC SCORE See Score under MATERIALS FORMAT

| S225-

MINIMUM ADMISSIONS REQUIREMEND (contfnued)
* For schools (cont1nued)

. Achievement in srh001 work ; ‘

. Specia] ab111ty, apt1tude, or 1nterest‘;' - L v

. Court comm1tment '

.Q-Current empToyment

MOCK—UP See Three d1mens1ona1 mater1a1 under MATERIALS FORMAT

MODEL See Three d1mens1ona1 mater1a] under MATERIALS FORMAT

MONGRAPH A treatise on a particular subject, usua]]y detailed in treat-
ment. It is generally a book or pamph]et but need not be b1b11ographhy 4
1ndependent. (5)*

MOTION PICTURE FILM See Progecteo or magn1f1ed mater1a1 under- MATER ALS
FORMAT. _

MOTION PICTURE PROJELTOR See Progect1ng or magn1fy1nq,dev1ce under/
EQUIPMENT TYPES. /

/

MULTI CAMPUS SYSTEM: See Campus 1n a multi- -campus system under ACADEMIC
REPORTING UNIT STRUCTURE /

S ] 0 - L L : o : ~
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/- * NATIONAL UNION CATALOG: See Derived cata1dgidgﬁunder\FATALOGING'ACTIVITYT*)
7, NET ASSIGNABLE AREA: See ASSIGNABLE ‘SQUARE FEET (ASF).. . ‘
“NETWORK: - See’ CONSORTIUM, NETHORK, AND/ORbCOOPERATIVE:ENﬁEAVOR: L .

1

~ NEW LIBRARY: A library,which is either (1) in the process of being de-
. veloped and which is not yet open to the public, or (2) a library which
‘meets and has met since its inception both the following criteria: =
" (a) a materials expenditure budget which exceeds its staffing expendi-
ture budget; and (b) a volume of acquisition during the currentireport- ‘.
ing year which exceeds the volume holdings of the.library at the.end = . -
of the last reporting year. (21)* i _ o L E ¥

 \EWSPAPER: See Print (o printed) material under MATERIALS FORMAT. ..

NONCIRCULATED VOLUMES' RESHELVED: Library volumes removed from the :library
shelf by a library user not ¥or the purposes of .circulation. Normally.
these volumes-are left on-tables or-in otner. Tibrary areas, at which

* time -1ibrary pages may return-them to the appropriate'1bcation on ‘the

shelves. Circulated materials which have been returned'for'dischargej;

and reshelving should not be included infthi&icategory. :

\ONDEGREE-NONDIPLOMA/NONCERTIFICATE STUDENT: See. ACADEMIC STUDENT LEVEL.

-NONEXEMPT EMPLOYEE: An- employee whose conditions of’emp]dymentfandﬂéom- N
pensation are subject'to the provisions of the Fair Labor Standards-. -

Act of ‘1938 as amended.’ This category typically ihc]uqes’technjcd1 T

- employees., q]erica]/office employees, .and service'emp]oyees."Seérélso
EXEMPT 'EMPLOYEE and/or PERSONNEL RESOURCE CATEGORIES. R
- NONFICTION: This-category includes material of:which,content.is—.féctua'l2
or interpretation of fact. Such material includes {but .is not-ex¢lusive
' to) autobiographies, technical reports, essays, etc. in which-events, '
characters, and content. are wholly based.on fact. Sée-also FICTION. . .-

~*NONPRINT COLLECTION: See COLLECTION CATEGORIES. . . . . o
. NONPRINT MATERIAL: Material which does not meet the definmition of print
‘or print facsimile, and which is not textual in nature. Some require
special equipment.in oirder to be seen and/or heard (including motion
pictures, audiorecordings, filmstrips, slides, and overhead transparen-
. cies).. Others do not require the use of special equipmeént in order to .
~ be seen’and/or heard (for example, flat pictures, study prints, maps,
» .~ charts, and games). Nonprint material.on foan to the library should-
not be irncluded. Audiorecordings, computer materials, electronic = .
~ display materials, projected or magnified materials, pictorial materials, -
* three-dimensional materials, and nonprint kits are all considered non-
© . .print materials. Exclude from ‘this category microform, which should
' be categorized as print facsimile. See also MATERTALS FORMAT... . -~ . '

—

NUMERLC DATA BASE: See DATA BASE.

t

(4
A
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| OBJECT OR EXPENDITURE: See EXPENDITURE CATEGORIES AND TRANSFERS.
| OBLIGATI:\\\See“Liab1T1t1es under FINANCIAL RESOURCES '

- OFF- SITE STORAGE COLLECTION See COLLECTION CATEGORIES

OFF-SITE STORAGE FACILITY See Support fac111tx_3nder ROOM USE CATEGORIES

OFFICE/CLERICAL EMPLOYEE See PERSONNEL RESOURCE CATEGGRIES
OFFICE FACIL*TY See ROOM USE‘CATEGORIES

OFFICIAL DIRECTOR OF THE LEGAL ENTITY OF WHICH THE LIBRARY IS A PART:
- See PUBLIC LIBRARY GOVERNING BOOY

, ONLINE COMPUT:p CATALOG See CATALOG.
ONLINE DATA BASE: See DATA BASE

- ONLINE REFERENCE 'SEARCH: See DATA BASE and/or B1bT1ograph1c data base |
T1terature search under INFORMATION CONTACT. : :

OPEN STACK/REAOING ROOM: . See Study fac1]1ty under ROOM USE CATEGORIES.

OPERATING EXPENDITURES See Pr;gram exg_nd1tures (d1rect \bts) under :
EXPENDITURE CATEGORIES -AND TRANSFERS . \\Q e

~ ORDER CARD gne form for record1ng information used in order1ng Tibrary
materials.” Order cards may be manually or automatically produced, ,
manuaTTy or, automat1ca1]y stored. ATso called order request card (0RC)

ORDERING SERVICES See Materials acqu1s1t1on serv1ces under PROGRAMMATIC

CACTIVITIES. | , > o /)
ORGANIZATION CODE : See- LIBRARY IDENTIFIERS v
© ORGANIZATION CONTROL: See LEGAL CONTROL e 4_ L

PRIGINAL CATALOGING See CATALOGING ACTIVITY

“ORIGINAL FORMAT: . See Filied reg#est under INTERLIBRARY LOAN LENDING
ACTIVITY .

OUTCOME MEASURES See  PROGRAM MEASURES
OUTPUT DEVICE: See Computer device under EQUIPMENT TYPES

OVERHEAD TRANSPARENCY See Prolected or magn1f1ed material under MATERIALS
FORMAT ' , — ,
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P
- PAGE: See Office/clerical emp];yee under PERSONNEL-RESOURCE CATEGORIES

- PAMPHLET: See Other print mater1a1 under MATERIALS FORMAT

PARAPROFESSIONAL. See’ Technicai employee under PERSONNEL RESOURCE CATE-
GORIES.

" PARENT ORGANIZATION/INSTITUTION: The agency, corporate body, or institu-
tion of which the report1ng library is a part.

PART TIME COUNTS: See ACADEMIC STUDENT COUNTS and/or EMPLOYEE COUNTS.
PATRON See USER GROUP.

fPERFORMANCE MEASURES: See PROGRAM MEASURES _
PERIODICAL See’ Pr1nt (or printed) material under MATERIALS FORMAT

- PERSON TIME: See Act1v1ty measures under PROGRAM MEASURES : ' N

PERSONNEL CONDITIONS OF EMPLOYMENT: Includes information about the appojint-
ment, status, and other terms relating to an individual's emp]oyment at
the library. Types of 1nformat1on 1nc1uded are:

1. Personnel resource categ;rz} ‘The appropr1ate category in which the
employee is considered given the responsibilities and duties of
his or her position. See also PERSONNEL RESOURCE CATEGORIES.

2. Compensation: Includes salary, fringe benefits, and source of
compensation (e. g.» Federal funds). .

3. Term 6f appointment: The type of appointment and re]ated informa-
tion regarding the individual's position. This includes tenure
status, length of appointment, and other terms related to the
individual's position.

4. Employee status: The full- time or part-time status of the position
held by the individual. o

PERSONNEL IDENTIFIERS/TRAITS, Ind1v1dua1 attr1butes of 11brary emp]oyees.
Specific 1dent1f1ers/tra1ts include: °

1. Individual identification: The name, address, emp]oyee 1dent1f1ca-
Tion number, title, social security number, and so for.n that are
unique to the 1nd1v1dua1

2. Age
3.. Sex |

4. Race/ethnic identification 9
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PERSONNEL IDENTIFIERS/TRAITS (continued)
5. Handicap catggoﬁy |

6. Educationa] attainment

7. Profess1ona1 al f111at1ohs or appo1ntments Memberships, appointed
positions, and so forth, which are pertinent to the employee and
his or»her relationship with the library or library profession.

PERSONNEL MEASURES: See PRQGRAM MEASURES.

PERSONNEL RESOURCE CATEGORIES: Categories of employees representing dif-
ferent kinds of personnel resources available to the library. The -~
following categories provide for the classification of personnel re-
'sources and refer to both paid employees and volunteers. (Volunteers
should be categorized according to the type of activity which they
conduct.) Personnel are primarily categorized by functions and re-
sponsibilities, rather than educational background, experience, or
other qualifications. See also EMPLOYEE, EMPLOYEE COUNTS, CONTRIBUTED
(VOLUNTEER) SERVICES, RESEARCH/INSTRUCTION EMPLOYEE, Classroom Teacher
under SCHOOL LIBRARY/MEDIA CENTER TARGET GROUP, and/or STUDENT ASSISTANT.

1. Executive/administrative/managerial professional: Includes employees '
who exercise primary responsibility for management of the library,
or a customarily recognized subdivision and who devote no more
than 20 percent of their work week to Fair Labor Standards Act
(FLSA) nonexempt work (if the 1ibrary is covered by FLSA). Assign- -
ments may require the performance of work directly related to
management policies or general business operations of the library
or the performance of functions in the administration of a depart-
ment. Titles of such employees include head librarian, library
director, assistant director, department head, chief librarian,

and so forth.

2. §pec1a11st/11brary professional: Includes employees who are given

assignments requiring knowledge of an advanced type in a field of
. science or learning or original and creative work in an artistic

field. Typically, no more than 20 percent of the work week is
devoted to FLSA nonexempt work (if the 1ibrary is covered by FLSA).
This category has a number of features in common with the previous
classification. Persons in these two categories conventionally
are drawn from the same or similar education, training, experience, .
and. vocational backgrounds. Specia]1st/11brary profess1onals are
d1st1ﬂau1shed from the preceding category in that their primary
act1V1ty is practice in their particular field rather than adm1n—
1strat1on

Within the Tibrary, the majority of profess1ona1 staff wou]d
typically ‘fall within specialist/library professional categor1es
Divisions of'spec1a11st/11brary profess1ona1 appropr1ate to the
11brary are: . . ’
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PERSONNEL RESO/JRCE CATEGORIES (continued) _ .

2. Specialist/library professional (continpéd)

. @ Librarian: An axempt or pfbfessional employee who has met the
. —— . .
requirements. for employment by a given state for the classifi-
cation of certified librarian, and who typically is employed in
“library science functions, such as cataloging, reference, etc.
. Librarians who are also subject specialists are included in this
~ - - ‘category. (5)* Exclude from this category head librarians,
. Tibrary directors, and others who funcition largely as adminis-

a7

trators rather:than librarians. : :

(;

e. Media professional: An exempt or professional employee who has
Been trained in educational media and their utilization.and is
professionalTy recognized as a media specialist or media,general-
ist, and who- typically is employed in media-related library
services, such as curriculum development, instruction, production,
processing media, and organizing and accessing media holdings. '

o Subject specialist: An exempt or professional employee who has
academic preparation in a subject field or language, -usually
beyond a Bachelor's degree, and is employed in collection devel-
opment, specialized reference services and/or bibliographic-

services in his/her field. Librarians who are subject specialists
are included under Librarian above. s o : .

e Other professional: An exempt or professional employee who, though
not a 1ibrarian or media professional, is in a position normally
requiring at least a Bachelor's degree (e.g., curators, archivists,
computer specialists, information and system. specialists). (18)*

3. Technical employee: Includes employees who exercise specialized

' knowledge and skills of the type normally acquired in postsecondary

,  education programs that do not Jead to a Bachelor's degree, but

' that do lead to recognition of completion of a-planned and.sequen-
tial program. While these skills normally are acquired. in formal
education programs, incumbents may have acquired them through ex-
perience also. This category is restricted to FLSA nonexempt
employees (if the library is covered by FLSA). Also ca'led para-
professionals. Divisions of technical employees appropriate to
library employees include: - A

. . . i
e Library technician: Skilled nonexempt or parapr@fessiona] employee
who, by virtue of training or education, performs technical tasks
such as pre¥iminary bibliographic searching, serials processing,
and limited cataloging. Aldo called library assistant, library
paraprofessional, and Tibrary technical. assistant.

e Media technician: Skilled nonexempt or paraprofessional employee
who, by virtue of training or education, performs technical tasks
associated with media, such as graphics production and display,
information and materials processing, photographic production,
operation and maintenance of audiovisual equipment, or television
equipment, and installation of systems-comp%nents. (15)*

~N
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* - PERSONNEL' RESOURCE CATEGORIES (continued)

3. Technical employee (contﬁnued) , ' o e
: , - . ’ < v . L - /" -
@ Other technician: Other skilled nonexempt or paraprofessional /
- employees of the 11brary such as compu er operators, bookkeepers, //
- etc. i ‘

4. 0ff1ce/c1erica1 employee: Includes empI yees who berform‘clericaI
and secretarial duties. Office/clericall employees in the librayry.
‘may be defined as: .- - < S

® Secretarial/clerical employee: Nonexempt employees normally per-
forming activities concerned with pre aring, transferr1n » trans-
cribing, systematizing, or f111ng written communication. (16)*

_ Such employees may also assist 1n te n1ca1 act1v1t1es

’ ® Pag;/student ass1stant/she1ver Nopexempt emp]oyee norma]]y
conducting either clerical or support tasks such as reshelving,
card product1on, etc., and who pically rece1Yes a wage.

5. Service emp]oyee Includes emp]o'ees assigned to activities requiring

only a 1imited amount of previgusly acquired skills and knowledge.

. It ircludes such emp]oyees as @ustod1ans, groundskeepers, security
guards, food service employees, drivers, messengers, and so forth.
Only employees paid directly from the 11brary s payroll should be
considered.

PHONODISC: See Audiodisc under MATERIALS FORMAT.
* PHONOGRAPH RECORD: See Audiodisc under MATERIALS FORMAT. ' |

" PHOTOGRAPHIC DEVICE: See EQUIPMENT TYPES.

I
: |
PHYSICAL PLANT: See Assets under FINANCIAL RESOURCES and/or P]ant and |
logistical services under PROGRAMMATIC ACTIVITIES. ‘- i

|

PHYSICAL PROCESSING: Act1v1t1es re]ated to the preparat1on of an item for
the shelf including jacketing, affixing labels, pockets, and necessary
stamps Th1s process may also 1nc1ude accessioning.

PHYSICAL PROCESSING SERVICES: See Co]]ect1on ma1ntenance services under
PROGRAMMATIC ACTIVITIES. .

PHYSICAL UNIT See COLLECTION COUNTS.
PICTORIAL REPRESENTATION: See MATERIALS FORMPT - ' . \

¢ PICTURE: See Pictorial representation under MATERIALS FORMAT.
PLANT ASSETS: See Assets under FINANCIAL RESOURCES. C '

PLANT’MAINTENANCE: SeerLogistical and pnysical,plant operations under
PROGRAMMATIC ACTIVITIES. )
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. PLEDGES RECEIVABLE: See Assets under FINANCIAL: RESOURCES.

PRECATALOGED MATERIAL: See Derived cataloging under,CATALOGING ACTIVITY.

* PREDOMINANT CALENDAR SYSTEM: The method by which the institution or school
| structgggs most of its courses oOr programs for -the calendar year. See
A

| ~also ACADEMIC, YEAR and/or SCHOOL YEAR, The following systems are typical
of both academic .and school institutions: , . o
1. Single term: A regu]arﬂschoo] term containing no major subd/iz..nS

of:time.:v .
2. Quarter: The quarter calendar consists of three quarters with abou™
twelve weeks for each quarter of instruction. There may be an &ddi-

. tional quarter in the summer. :

1

3. Semester: The semester calendar consists of two semesters during the
typical academic or school year with about sixteen weeks for each
semester of instruction. There may be an additional summer session.

4. Trimester: The trimester calendar is composed of three terms With'
about fifteen weeks for each term of instruction.

5. 4-1-4 Q]aﬁ: The 4-1-4 ca]endar is composea of four courses taken for
- four months, ore course taken for one month, and four courses taken
for four months. There may be an additionail summer session.

6. Other ‘division: A calendar divided into other than the -above-noted
periods. . o L ‘

PREPARATIde"Seé Physical process%hg‘servicesvuﬁder PROGRBMMATIC ACTIVI-
CTIES.. /T - -

PRESERVATION: See COLLECTION RESOURCES MAINTENANCE ACTIVITY.

o

-

, , . o ) )
PRIMARY. SERVICE AREA: See PUBLIC.LIBRARY PRIMARY SERVICE AREA.

PRINT AND PRINT..FACSIMILE: Materials which originate from print or printed -

- materials and which qpe/considered textual in nature. Included in this
category are:books»/periodicals, newspapers. ~‘Also included are printed
materials which have been reproduced on microform. Other mediums such

s as audiovisual materials, nonprint kits, maps, and three-dimensional
. materials are excluded. See also MATERIALS FORMAT and/or NONPRINT .
' MATERIALS. L . . .

PRINT (GR PRINTED) MATERIALS: See MATERIALS FORMAT.

. PRINTER/COPIER/DUPLIpATORE See Gréphic or reproduction device under
EQUIPMENT TYPES. ‘

PRINTOUT: See Computer printout under MATERIALS FORMAT.

PRIVATE GIFTS, GRANTS, AND CONTRACTS: See. CONTRIBUTED MATERIALS and/or
CURRENT-FUND REVENUE CATEGORIES. - N

b
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¢

PROCESSING: See PHYSICAL PROCESSING.
,PRODUCTIVITY See Performance measures under - PROGRAM MEASURES

.PROFESSIONAL DEGREE: See F1rst profess1ona1 degree under HIGHEST DEGREE
OFFERED/OBTAINED ,

PROFESSIONAL DIVISION See Graduate/grofess1ona1 division under. ACADEMIC :
COURSE LEVEL. - .

PROFESSIONAL STAFF: See PERSONNEL RESOURCE CATEGORIFS

. PROGRAM MEASURES: The data and data combinations which descr1be and evalu-
ate the programmatic act1v1t1es of the 11brary Categories of program
measures 1nc1ude. ) B

1. F1nanc1a1 measures: The income sources, Ievels of income, and expen-
 ditures associated with a program. See aiso CURRENT—FUND REVENUE
) . CATEGORIES -and/or Program expenditures (direct costs) under EXPEN- . .
: DITURE CATEGORIES AND "TRANSFERS.

2. Personnel measures: .The types, levels,’ numbers and service months
N of personnel associated with a program. See a]so EMPLOYEE COUNTS
n and/or PERSONNEL PESOURCE CATEGORIES.

3. Facility measures The type and area of space associated with a -
program, aiong with the equipment and types of facilities devoted:
to, or accessed by, a program. See a]so EQUIPMENT TYPES and/or
.ROOM USE CATEGORIES )

//

4. Act1v1ty measures: Descr1ptors and quantitative assessment of the
types of tasks, functions, or transactions conducted with any of
the programmat1c activities. Specifically the type and quantJiak’///////
of services, products, or output generated by a prggram’//Measures
~ of activity vary with the types of act1v1ty under examination.:
Generally, the fo]]ow1ng types of measures are appropriate:

3 Number of transact1ons. The sumvof simi- » d:screte act1v1t1es
or transactions conducted within the pr  am, e.g., number of
c1rcu1at1on transact1ons _

”

e Transact1on duration: The time in which one or more employees are )
involved in- the processing of a transaction. This is distinquished ¢
from person time where the time of each employee would be consid-
ered, and distinguished from lag time where both transact1on dura- -
tion and waiting time would be cqnsidered. Typically, transact1on
duration is most appropriate for short-term transactions, e. +G.s

.directional transactions.

e Lag time: Lag time of a transaction is cons1dered to be the eIapsed
time (in minutes, hours, or days) from the inception of the trans-"
action to the compTet1on of the transaction. An example would
be the time an item is in cataloging, from receipt to completion
of final cataloging. Include time,in_which no effort is expended . T
on the transaction, but in which the transac»npn is still uncom—
pleted (e.g. , waiting t1we) : .

) - . €Y 1y o~




PROGRAM MEASURES (continued)
4.

o Labor cos’: The compenséfion'(sa1ary and fringe benéfits) expended
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Activity measuyres (continued)

R

e Activity rate: The number of transactions processed during a
specific time frame, e.g.. circulation transactions ‘per hour.

" This measure is based on actual or observed, rather than capa-
city, rate. - : o ) S

‘e Perdon time: The employee time devoted to the transaction or

activity. Only that time in which the employee is actually -
working on the transaction or activity should be considered.
If two or more employees are involved simultanecusly on the

same transaction or activity; the time of each should be con-

sidered.
?

on processing the transaction, or conducting the activity based
upon the person time and the individual employees of the library
involved in processing the transaction or conducting the activity.

User measures: The type and level of use made of the program, and:
the type of user who benefits from the activity of a program.

Performance measures: The degree to which a program meets its
measurable object. Criteria of importance’ in the consideration
of -.performance are: ‘

e Policy effectiveness: The degree to which policies maintained or
enforced by the library heet the objectives of those policles, ° -
and contribute to the overall performance of the library.

9 Resourcé‘effectiveness: The degree to which the library is able .
To obtain necessary resources in.order to conduct and improve .
the operations of the library and_meet*the objectives of the

s . . __f‘program .

- environment and factors contributing to staff morale and general

Wbrk enVironment/staff morale: The degree to which the work%hg

well-being are sufficient to produce an atmosphere in which staff
=produqtivity and programs are benefited. ‘ 4

:';o'Staff competence: The degree to which the education, experieﬁbe,

work habits, and attitudes of employees contribute to the overq]i
goals of the library and individual objectives of the programs
:and - the degree to which these personnel yresources are well dis-

tributed across the programs of the library. ///;//k//””
¢ Operatiéns effectiveness: The dégree to which the gpeFEEibns of
“the Tibrary and the activities of the program contribute to the
‘goals and objectives of the library and to the satisfaction of.
the library user. v . R .
® Proddctiviﬁg; The levels of activity produced for the geéources
invested or expended in the program.. ° - :



~ PROGRAM MEASURES (continued)

6.
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Performance measures (cont1nued)

9 Time]iness :The relative length of time, lag t1me, or transact1on
duration of activities, and the-degree to which these contribute
to overall attainment of the objectives of the program and to the

' satmfaction of the 11brary user.

—~

- @ Accuracy: The relative accuracy of activ1t1es records, and trans-

- actions, as this accuracy contributes to the obJect1ves of the
program and to the sat1sfact1on of the library user.

Outcome measures The impact(s) or result(s) of a program or the
activities of a program upon- the user, the enV1ronment or the

' resources of the 11brary.

- PROGRAMMATIC ACTIVITIES A set of act1v1t1es undertaken for a particular
purpose(s) requiring a set of resources to accomplish a desired outcome(s)
Major categories of programmat1c act1v1t1es are: : o

1.

Cultural, educational and information Servicés: Those activities
reTated ta the provision.of informaticn either formally through
instruction or upon request by the 11brary s clientele. Included -

in this category are‘reference services, directional services,

research and analysis, community referra], outreach programs, and
other activities related to the provision, enhancement or 1nter- )
pretation of information. ' A S

. A further refinement of cultural, educational, ard information ser-

vices that may be appropr1ate for some libraries 1nc1udes the

. following:

o Information services: Those'activities related to the provision

of services and aids for the identification and location of docu-
ments and information requested by the library's clientele. In-
cluded in this category are online reference services,’selective
dissemination of information, processing reference and informat1on
queries, maintenance of reference collections, production of
bibliographies for specific subjects, 1nformat1on packaging )
full-text retrieval, directional and.community referral services, -
research and analysis, c11ent-1n situation, advocacy activity,
. and SETVIC e
subdivided into the fo]IOW1ng categor1es ‘ e

- Mach1ne assisted reference services: Those act1vit1es reIated
to computer-based information services and the associated
act1vit1es 1nc1uding computer1zed search services. ‘

- Readers and research advisory services: Those act1v1t1es re]ated
to the provision of assistance, consultation, . recommendat1on, )
and direction to users in reading or research, and .in the in-

structicn. of the 11brary to a551st the user in upgrad1ng 11brary

sk1115
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PROGRAMMATIC ACTIVITIES (continued) L.

1. Cultural, educational, and information services (continued)

[ Informgéion services (continugd)‘

Y : .
- Referral \services: Those services related to the provision of :
 Tnformation about the community, community activities, and com-
munity services or agencies. Such services typically entail
the determination of user needs and appropriate agency infor-
mation. Also included in this category are activitjes related
to advocacy and counseling. . o S

- Research and analysis.services: The services devoted to the
.o provision and interpretation of information, consolidation and
' analysis of data or information from a variety of sources, and
independent research: Such activities require extensive inter-
pretation, synthesis, and analysis- of information from-both

primary and secondary sources. .

\-‘_‘\ ) e ’ -

N - Selective dissemination of information services: Activities
N related to the gethering and distribution of information-about
s < a specific topic and to-a particular audience. . Typically, o
Con -+ such actiwvities. are conducted on a regular basis, and are ’
N 1, “directed toward the specific interests or specifications of
K " the-library's user groups. ’ .

. - Other infofmation services: Activities or information services
not defined above. . : ! :

‘@ Cultural, recreational, and educational services: Those activities
- Carried out for the express purpose of eliciting some measure of
-weducational change" in a learner or group of learners. Included
in this category are the credit and noncredit courses or programs
offered by the library, such as "right-to-read" programs, community
- . awareness programs, film series, children's story hours, and lec-
3 i tures which.may or may not be related to the facilitation of library
use. Library- tours and instruction in the use of the 1ibrary or
+»1ibrary materials are included in this category. Involvement by
1ibrary employees in the teaching process of &he.parent organiza-
tion should also be included here. Media production which supports
the cultural, recreational, or instructional activities of the.
library are also.included. . -

o Cultural, recreational, and educational services may be further
-+ subdivided to reflect:.. o ‘ ‘

~ - General education programs: Those activities carried out for
the express purpose of eliciting. some measure cf "educational
_ change" in a group of learners, except those activities which
are informal in nature. Included in this program are the credit
and noncredit courses or programs offered by the library in a
structUrgd learning environment, such as *right-=to-read” pro- "
grams,_research methodology, and Special topical courses. Only

e . . T e

o e : B2y -
e o242
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PROGRAMMATIC ACTIVITIES (continued) -\ ) e

e

1. Cu]tura]l,educat1ona1, and information serv1ces "(continued)

‘@ Cultural, recreat1ona11~and educat1ona1 sery1ces (continued) -

+

- Generan education programs (cont1nued)

those forma] 1nstruct1ona1 act1v1t1es conduct d by the library,
or members of the library staff, 'should be included in this .
category. Other programs, though intended to produce an
"educational change" in -their zudience, which are informatl,
unstructured, or not presented as an instructional\ program
(e.g., library tours, storybook hours) should be categorizcd

as special serv1ces be]ow. ‘

-;Cultural events/programs ;. Those act1v1t1es 1ntended to\provide
B ’ 1T‘ctua1 and cultural experiences for the public or\the
—_— -1ib ary' s user group outside of general education programs and .
sup . hgse_rec;lésgnas part of -a formal instrugtional-
prockss. Examples of suC ts include visiting artist/concerk’
series, lecture series, music act1v1t1es art exhibitions, con- -
certs f11ms, and exh1b1ts . : -

’ - Special services: Those activities intended to provide cu]tura]
“educational, or recreational experiences for the library's user
- group in noninstructional environments. Such activities:include
library tours, storybook hours, and other special service pro- _
grams. 0 _

- Other cultural, recreational, and educat1ona1 services: Those
. cultural, recreational," and educat1ona1 activities not 1dent1-
fied above. _ - » , ’ .

2

. 2. -Resource d1str1but1on services: Those activities related to the
v provision of library materials to the 11brary s clientele and to
other libraries. Those activities included in this category are
assistance (or facilitation) in circulation services, reserve ser-

.vices, nonpr1nt or media d1str1but1on, inter-. and 1ntra-11brary
loan services, messenger services, and equ1pment rental and loan
services. . Also -included in this category are. computer services in

L support of circulation and interlibrary loan. Activities.related
4 - to the control and distribution of library seryvices are included.

' Similar services provided within special collections and at branch
iibraries sh/uld also be considered a part of resource d1str1but1on

-

A further breakdown of resource d1str1but1on that may be appropr1ate
_ for some libraries 1nc1udes the following:’

-

P Ry SR
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.. PROGRAWMATIC ACTIVITIES (cortinued)

/ 83 (] M ‘-. 'I ' ..l
-2. Resoiirce distribution services (continued)

/
/
/

e Circulation services: Those activities related to the physical
Control and circulation of library materials, Also included in

. ‘this category are lending library resources to direct borrowers

S . from general, special; or reserve collaections; maintaining loan

o records; monitoring and collecting overdues; renewing materials,,

’ ‘reshelving materials; equipment rental and loan for use in read-

- "ing or viewing library materials; corying services provided to
users; and media distribution services. ‘ /

-Circulation services may be ad&?%ibhal]? refjnea to reflect the’
following categories of activities: : -

- Equipment distribution services: Those activities related to-
the physical control and circulation of the library's equip-
ment resources to user groups. Also included are related

- - activities such as maintaining loan records,.collection of
' fees (if applicable) and fines related to the distribution
of equipment, and general control functions related to equip-

3

ment distribution.

- General circulation services: Those activities related to the
’ physical control and circulation of the library's general -
" - collection. Also included are supportive activities of gen-
eral circulation such as'maintaining loan records, monitoring
and collecting overdues, renewing materials, and reshelving
materials from the general library collection.”

. & - - Media distribution services: Those activities related to dial
- - access for user groups,-computer-aided instruction; closed-
circuit television, the distribution of nonprint materials
from the collection, and maintaiming appropriate records and
“control of materials in circulation. This category~only-in- .
cludes those activities related tq special audiovisual or
" media distribution centers maintained by the library, and
should not include those activities considered a part of the
general circulation services. Include related activities such
- as storage, scheduling, de]ivgry, maintenance,. and inventory

(LT control. -

o

- Reserve services: Activities related to the physical control
and circulation of materja]sffrom the library reserve col-
lection. Also included are supportive activities such as
developing reserve lists, re&oving reserve materials from the
general collection, maintaining loan records for reserve mate-
rials, renewing reserve materials, and_returning materials
from reserve collections to the general collection when neces-

 sary.

>

~ - Other circulation.services: Thosé activities related to cir-
- culation not defined and specified above. . . .

I~

| 'F;'-‘-‘i,
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PROGRAMMATIC ACTIVITIES (continued) . . .. -~

L2 Resource distr1but1on services (cont1nued) e .. ‘ SR
' Rty ,, Lo
- 0 Interinstt;utional exchan ge and de11very services: -Those acti- -]
: . vities related to the borrowing.or-lending of materials to other ,’
v Tibraries. Specifically included: activities are interlibrary y
L . loan and messengey sarvices,. record maintenance and accounting
- activities asseciated with' 1nter11brary transactions, bulk lo&ns
to other libraries (excluding biranches-of the reporting: 1Tbrary), _
T and photocgpying and reproducing materials for purposes of pra~
v viding ms%ertals o ‘ancther library in lieu of lending or1g1utsa, N,
.Exclude? #:om this category are messenger services employed pri-
.marily for purposes of interbranch transactions’, which are in- ~
cluded fn plant and logistical services; and g1fts and éxchange
services assoc1ated with mater1als acqu1s1tion services..

’,‘ -

Inter1nst1tut1ona1 excnange adh delivery services may be further
refined to reflect the fol]ow1ng

- Inter11brary Toan services: Those activities re]ated to the
physical control, circulation, and maintenance of related -
records for interlibrary loan lending .and borrowing activities.

_ Supportive ‘activities such as verification, interlibrary loan
- R switching, location 1dent1f1cat1on, and so forth shou]d be ‘also
: 1nc1uded in this category. .

- -Interlibrary delivery services: Those activities related to
the de11very of mater1aT§ from one library to another which
ars unrelated.

-.Other interinstitutional exchange and de11very services Any
interinstitutional exchange and loan serv1ces not 1dent1f1ed

nor defined above.

3. Collection deve]opment services: Those activities related to the
selection of materials_for the library, the determination and
coordination of collection development policy, and the screéning
and evaluation of available materials and user, requirements.. In-
cluded in this category are user needs assessment and collection
use studies, preparation of "want" lists, and weeding. Also-in-
cluded is p]anned coordination .between materials and activity of -
the parent organ1zat1on ' .

4, Techn1ca1 services: Those activities re]ated to the prov1s1on of
materials acquisition; organization, and preparat1on services.
~ " - Included in this category are acqu1s1t1on services, cata]og1ng, .-
&\per1od1cals control, binding serv1ces and computer services in
: support of these funct1ons )

N
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" PROGRAMMATIC ACTIVITIES. (continued). - LT T
. 4,'i?echhica1‘sérvicé§ (confindéd)“ Lo B o

IR, v o ( ’ . . . e el
R " A further refinement of technical serV1ces/§hat”ﬁ§y be appropriate
R for some libraries includes-the following? . S

¢ Materials acquisition services: Those activities related to ob--
2 . taining materials by purchase, exchange, or{gift;'togethgnvwith
- ~ the -maintenance of the nécessary records of' these additions.. .
o ~ Also included: are those activitiés related to thé identification....

;and\yerification'of orders-and titles.. (5)* v _, : , £

o Méteria1s acquisition services'may be furtﬁer}refine' reflect .
— - the following: : : T,

T =e Ordering -services » Those activitdes related to the purc é}e ;
~.or acquisition of items from thé publisher or eT§gwhere r-
suapt to the request, and the maintemance of related records.
-Supportive activities sycH_as fund accounting, processing .
payments, and claiming may also~be_involved. :
. . Wl

- Searching and-verification services: Thg;e;EEticities‘re1ated
_ | To determining publisher and other information necessary_for
C T - purchase of materials,. verification of such-information, and™—__
S : "..verification that'materials are not 'in the collection nor on
‘ order. Such activities.may also provide pﬁecata]oging,jnfor—
mation. i : AR C. '

-

—~—

5

- Other materials acquisition’services: Any activities not iden- -
tified and defined above. _ S \\*,z’/’f
\ .

@ Materials organizaﬁion'and‘contro1f§eﬁvice§¥ Those activities
»  related-to the.brgagjzation and bibliographic control of library
. . materials. Included in.this categdry are cataloging services,
serials check-in, catalog production, catalog maintenance, and
filing into{cata]ogsﬁ - OO a

C N N

.\‘, N Ce - . - .
' Materials organization and comtrol’seryices may be refined to
reflect the following: o - N
- - Cataloging services: ThoSe'ac;iijtiesfre1aéed to thé classifi-
' caﬁion,.description, and .preparation of necessary entries for
the catalog of materials ‘intended for the library collection..

- ‘Catalog maintenance and production services: The production
oF records for the.catalog, the maintenance (e.g., corrections,
~replacements, etc. ) of records in the catalod, and interfiling
of records into the catalog. o R

- Serials ¢on§£p1.services:,Tﬁose activities related to the pr01,f°-
' Cessing and control of serjals for the library collection..
Associated activities may include'the claiming of periodicals-

. ‘and the preparation of periodicals for binding.
Q - : ’ . “ St s . B | | -
- e e, Y X0
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- PROGRAMMATIC ACTIVITIES (continued)

. 4. Technical sérvices (continued)

B o Mater1als\p[gan1zat1on and control serv1ces (cont:nued)

T Other mater1als organ1zat1on and contro] serv1ces Any act1-
LR v1t1es not 1dent1f1ed‘and def1ned above. . :
° Co]1ect1on ma1ntenan 2 services: Those act1v1t1es related to the
h ‘maintenance and prepdration of, materials for general Tibrary. use
oy and distribution. Included in this category are conservation
activities, physical processing of materials, and stack ma1nte-
' _ ‘nance. : Include here media production-if materials are intended:
~— to augment the:collection. Otherwise, media production should

' ~ be considered under cultural, recreat1ona1, and educational ser-
~~.vices. ' _ Cox

v L ) . \"\
. . ~ .

Co]]ection ma1ntenance services may be further ref1ned to ref]ect
the fo]]ow1ng categor1es of: act1v1t1es. - . :
\ Y o
‘<= Collection resources ma1ntenance services: Those activities
-~ . necessary or useful to the preservation of -the library's
' collection. This category includes™ b1nd1ng, mend1ng, preser- "
vation, and conversion of the materials 1n\the‘collect1on fn
order to ensure cont1nued usefulness.. : T~
3 o= hysical process1ng services: Those activities re]ated to the
e _preparation of an item for the shelf including jacketing,- -
' .. affixing labels, pockets, and necessary stamps.. Such activity
oo, e may a]so include: accessioning. ; S
- Stack ma1ntenance services: Those act1V1t1es re]ated to the'.
- sHeTying and control of the collection not in genera] c1rcu-' .
: lation. Associated activities may include shifting shelves,
T o reshe1v1ng 1tems into the co]lect1on, and.shelf read1ng

. f- Other co]]ect1on ‘maintenance act1v1t1es Any co]]ect1on ma1nte-~ §
S 9 nance ‘activities not 1dent1f1ed or defined . above. -

.« 5. Administrative services and adm1n1strat1ve suppor% services:  Those -
’ activities related to the provision of general administrative ser-
vices for the operation of the library. Those specific services
1nc1uded dn this functional area are.personnel administration and
: fcoord1nat1on, public relations and deve]ogment fiscal management,
. ‘ planning, program managément, publication$,.advertising, personnel |
- development, and plant and logistical services. Computing support
" for general 11brary activities and administrative functions should
be included in this category Excluded are those computer services
in support of 1nformat1on resource d1str1but1on, or techn1ca1 ser-
' v1ces. : s -

o R S 2(»'_}2,
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PROGRAMMATIC ACTIVITIES {continued)

& .
5 Administrative services and administrative support services- (continued)

Refinements appropri te within this category are:

@ Coordinative and leadership activities: Those activities related
to the improvement of 1ibrary resources and to the improvement
-of ‘the organization or entity of which the library is a part.
Includ- ! in this category are those activities related to long-
term : ibrary development, contribution to the institutional goals
of the organization of which the 1ibrary is a part, and participa-
tion by the library or library employees in long-range development
of resources within the library-community (e.g., network advisory
boards, library planning groups, faculty ccuncils, etc.).

Coordinative and leadership activities may further be refined to

include the following: ' : ‘

- Planning and program development: Those activities related to
The overal] library planning and design functions carried out
in support of the parent organization, or the general perfor-
mance of the library. - Include here cooperative planning with
other libraries or with other units. Also included in this
category is curriculum development. :

- Liaison activities: Those activities conducted to maintain or
enhance relationships with the parent organization, the com-
munity, governmental entities, the library community in general,
as well as those activities carried out to support 1ibrary, fund
raising and development efforts. Include aiso activities in-
tended to sirengthen the library's relationship with other
organizations. agencies, or units. .

- Public relations and development: Those activities -designed to
enhance the 1ibrary's image to user groups, funders, or the
parent organization. Inciude those activities designed to
communicate general information about the activities, goals,
and objectives of the library to various audiences. Newsletters,
news releases, public-opinion surveys, and the like should.be

. -included. ' - :

~

- Other coordinative and leadership activities: Include here
coordinative and leadership activities not identified nor de-
fined above.

@ Management services: Those activities related to library fiscail
operations, library planning, public relations, and personnel _
administration and development. Also included are those activities
which provide library staff opportunities for increasing their
personal and professional growth and development. Included .
within this cateqory are staff development programs, in-service
education programs, professional publishing, and sabbatical
leaves. T ' o

. . . - | /o 4, dy
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PROGRAMMATIC ACTIVITIES (cont1nued) . ;

-5, Adm1nistrat1ve serv1ces and administrative support services (cont1nued)

° @ Management serv1ces (cont1nued)

Management serV1ces may be further ref1ned to ref]ect

- F1nanc1a1 management ‘and operations: Th1s subprogram consists
of those .activities related to the day-to-day financial manage-
ment and fiscal operat1ons of the library. This includes .cén-
: trol .and accounting of the library, disbursement of library-funds,
° and the fiscal management of contracts and’ grants held by the
* Tlibrary. _ . : .

- Hea]th, safety, and securitxﬁse“vices: Those activities related
to the environmental.well-being and security of the Tibrary,
library employees, or. library users. Such activities include
police protect1on, ‘collection security, theft controls, general
liability insurance, and the enforcement of policies regarding
library use. - < )

° .

- Personnel services: Those activities related to the recruitment
and‘hiring of Tibrary personnel, the administration’ of employee
programs, and the development of 1library personnel. Include
affirmative action’ duties, personnel administration, labor
relations and negotiating activities, staff deve]opment acti-.
v1t1es, recruiting, administration of insurance and retirement
programs, and ma1ntenance of personne] records.

- Other management‘serv1res Otfor management activities not 1den- ’
tified nor def1hed above. -

len

-] Log1st1ca] and phiysical plant Qperat1ons Those activities reiated

. to the provision of general support activities to the 1ibrary.
Included &ere activities rclating to building maintenance, custodial
services, utilities, landscape and ground~maintenance, major re-
pairs and.renovation, construction planning, bookmobile mainte-
nance, parking, procurement, sh1pp1mg, and 1nterbranch messenger
services.

Logist1ca1 and phys1ca] plant operat1ons may be further ref1ned
to: - .

- Logistical services: Those act1v1t1es related to facilities -
planning, room schéduling, space allocation, facilities records,
procurement of other than 11brary collection materials, trans-
portation and motor-poo] services, maintenance of bookmobiles

and communication services (e.g., mail room services, telephone
and telegraph services, e'c ), and copying services other than
those sérvices provided "o user groups
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* PROGRAMMATIC ACTIVITIES (continued) .

5. Administrative services and administrative support services (continued)-

'o'Logistical‘ahd'physiéal plant operations (continued)

- Physical plant operations: Those activities related to main-
taining the existing grounds and facilities, providing utility
services, and planning and designing future plant expansions
and modification. The actual capital expenditures used for
plant expenditures and modification should not be classified
in the programmatic classification. T

'PROGRAMMATIC MEASURES: Seé PROGRAM MEASURES.
~ "PROJECTED OR MAGNIFIED MATERIAL: See MATERIALS FORMAT.
_ PRQJECTING OR MAGNIFYING DEVICE: Seé EQUIPMENT TYPES.

PUBLIC CATALOG: A 1ist of any format, arranged in an established order
which records and describes the resources of the library and which is

. ‘generally-available to the library's clientele. (5)* Exclude union
‘catalogs. : o ' -

PUBLIC LIBRARY: A library that serves all residents of a given community,
district, or region, and receives its financial support,. in whole or :
part, from public funds. Public 1libraries make their basic collections
and basic services available to the primary porulation served, without
additional charges to individual users. Products and services beyond
the 1ibrary's basic services may or may not be provided to the public'
on a cost-recovery.or fee basis. Individual charges may be assessed
from library users outside the primary target population of the library.:
In addition to the tax-supported municipal, county, and regional-public
libraries, this definition includes privately- and Federaliy-controlled .
libraries which render, without charge, general library services to the
community.’ (5)* : o . " ' ;

_ Public libraries may be further categorized by the size of community .
+ ~in which they reside: . . o .
1. Public library in an urban community: A publfc library serving a
*’ Community with a population of 2,500 or more. For certain purposes,
these communities may be further‘categorized into:

o Urban community with a pdbu]a;ion of less than 10,000

"¢ Urban community with a population of 10,000 to 24,999

e Urban community with a population of 25,000 to 49,999

¢ Urban community with a population of 50,000 to 99,999 .

¢ Urban commuhity'with a population of 100,000 to 249,999

e Urban community with a .population of 250,000 to 499,999

250
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PUBLIC LIBRARY (cont1nued)

1. Public library in an urban communi ty (cont1nued)

(] Urban-cpmmunity w1thfa'popu1at1on of 500,000 to 999,999

.e Urban community with a’ population of 1,000,000 or more

2. Public library in a rural community:-A pub11c 11brary serving.a
- popuTation located on dispersed farmlands, or in hamlets or villages
- ‘'of less than 2,500 persons. A rural community may be further
characterized as:

@ Rural-farm community'

R

® Rural-nonfarm community

PUBLIC LIBRARY PRIMARY SERVICE AREA: The geograph1c area, and the residents
thereof, for which the library has been established to offer services
and from which (or on behalf of which) the library derives income.
Typ1ca11y, this area would correspond "to that-from which the 11brary
derives.its legal identity. (5)* Square miles of the area of service.
'shou]d be 1nc1us1ve of the area of total population given.

PUBLIC LIBRARY REPORTING-UNIT STRUCTURE The entity who d1rect1y governs -
the 1ibrary-and its policies. Typically, the library reports directly
to th1s “entity, wh1ch has d1rect line responsibility for the library.

1. Library board: A group of appo1nted or e]ected officials who di-
rectly oversees the 11brary on a continuous and regular basis.
Typically, this board's sole- function is to oversee public library
po]1c1es Also known as Libfary Board of Directors, Board of :
Trustees, and Board of Library Trustees. ‘Exclude boards wh1ch

. serve on]y an adv1sory ro]e to the 11brary

2. Board or counc11. A group of appointed or elected officials who
Cirectly oversees the legal entity of which the .library is.a part.’
' Examp]es are City Council, Board of Supervisors, the Legislature.

3. O0fficial director of the’ 1ega1 entity of which the library is a part:
The elacted or appointed official of the legal entity (i.e,-city, .
county. state, etc.) which oversees the policies and act1v1t1es of

~ that legal entity. Examples of these positions are Mayor, Governor,
"ty Manager. o

P

4. Divisional chief: A person who 1is norma]]y cons1dered a department
chief, division chief, or division director. Examples would be
Director of Social Services, Secretary of Education, etc.

5. State library agency: The state organization existing to extend and
- 1improve library services in the state.

6. Federal agency: An agency funded and controlled by.the Federa] gov-
ernment. Inicude here libraries.serving as pub11c’11brar1es on
military bases and overseas installations:




.. /"/246-
PUBLIC LIBRARY REPORTING-UNIT STRUCTURE (continued) .

7. Other reporting-unit structure: A governing body other than the.
above named or defined entities. )

PUBL[C LIBRARY TARGET GROUP: The constituency whom the’bub]ic-]ibrary is
intended to serve. .Public library target groups can-be categorized in
the following manners: . o

/

T

1. Age ranges ' .

-~ 2. Sex -
3. Race/ethnic-identification
| 4. Handitap category

. -Language proficiency

(3]

Disadvantage status

Educational attainment (of the adult population)‘

oo ~ o

Employment categories (of the adult population): Employed persons

are taken to be all civilians 16 years ¢ld and over who were either

(a) "at work"--those who did any work at all as paid employees or

in their own'business profession, or on their own farm, or who worked

15 hours or more during the reference week as unpaid workers on a

! family farm or in a family business; .or (b) were "with a. job but

' pot at work"--those who did not work during the reference week but

! had jobs of business from which they were temporarily absent due to

" illness, bad weather, industrial dispute, vacation, or other personal

_ reasons.’ Excluded from the employed are persons whose activity con- |
sisted of work around the house or volunteer work for religious,
charitable, and similar organiZatiors, Typically, empluyed persons
are divided into the following categories: - o '

A

& Professional and business workers (including managers and admin-

istrators). ‘

@ Sales and service workers

@ Manual workers

@ Service and househo]d'workefs

9. . Family income: Family income represents the wages and earnings of

" 317 members of a family for the previous year. Family income in-
cludes gross wages and salaries, net self-employment income, retire-
ment income, public assistance or welfare, and all other income.
Family income does not include ‘value of in-kind income, withdrawal
of bank deposits, money borrowed, tax refunds, money received from
sale of property (unless the individual is in real estate business),
exchange of money in the same household, gifts and lump sum .inheri-
tances. insurance payments and other lump. sum receipts. The data

b

.

<
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BRARY TARGET GROUP (continued)

ily 1ncome (cont1nued)

* the 1970 census of family income was - based on a sample of 20-
‘cent of households. _The following.income ranges are used in
s handbook: : ' '
inder_$1,000
1,000 to $4,999
5,000 to $9,999

10,000 to $14,999 - T

15,000 to $24,999
25,000 to $49,999

50, OOO.and abdve

BRARY USER DIVISIONS Co]]ect1ons and re]ated services. sp:c.fical!v:;

shed for a-subset of the library's clientele. These may be based

upon subject interests or age groupings. The: fn’]ow’.g user divi-

re based on age groupings.

1t. services: The collection and related services estab‘xshed FOr
Tt clientele, typicaily over the age of" 17. _ o

ng adult serv1ces "The rc11ect1on and re]ated serv1ces estbbl1shed
ecially for (but not exclusive-te nor inclusive cf) persons be-
en and including the agss of 14 and 17 years.

Adren s services: The coliecticn and related rervices estab11shed
ec1a]1y for (but no exclusive to’nor inclusive of) persons under
age of 14.

. 7/
BRARY USER "FOUP Thosa persons, éither within the. library's
group, or cther, who actually use the library's services and - -
Types_of gsublic library user groups cor;esnond -0 target
nd may also include othey des#r1ptors to.. accommooate rontargEf
serc. .

RVlCES See Cu]tura], educat1ona1, and 1nformat1on services and/
e d d1str1but1on unaer DROGPAMMATIC ACTIVITIES.

'S AND BQQK TRADE LIST: See RErERENCE COLLhCTION'

OFDER: A written, typewr1tten, or computev -prcduced order Bjaced
vendor or pub]?sﬁer for materizls avaiiaole for purchase. " Infor-
includad on a purchase order usually includes title, author, pub-
the z:andard item 1dentvf1er (i.e., ISBN-or ISSN), a vendor's
number, and price.” See alsc APPRGVAL PLAN. and/or BLANKET PUR-
DER . -

250

=
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QUARTER: See PREDOMINANT CALENDAR SYSTEM.
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. RACE/ETHNIC IDENTIFICATION: Categorization of individuals according to
. the race/ethnic categories to which they belong, are regarded by the
community as belonging, or categor1ze themselves as beTong1ng -

. This concept of race/ethnic identification and the following categories
are those used by the U.S. Office for Civil Rights, the Equal Employ-
ment Opportunity Commission, and other Federal agencies in conformity
with recommendations by the Office of Management and Budget (OMB) Ad -
Hoc Committee on Rate/Ethn1c Categor1es in 1976. The categor1es are
as foTTows

'T. Hisganic Alperson of Mexican, Puerto Rican, Cuban, CentraT or South
Amer can, or-other Span1sh cuTture or origin, regardIess of race

2. Nonhispanic, white: A person having or1g1ns in any of the or1g1na1
peoples of Europe, North Africa, or the Middle East '

Nonhisganic, black: A person hav1ng or1g1ns in any of the black .
‘racial groups of Africa.

w

4. Amer1can Indiah or. Alaskan native: A person having or1g1ns in any
of the original peoples of North America and maintaining cultural
1dent1f:iat1on through tribal affiliation.or community recognition.

" 5. Asian.or\Pacific Islander: A person having or1g1ns in any af the
original peoples of the Far -East, Southeast Asia, the Indian Sub-
‘continent, or the Pacific Islands. This area includes, for example,

‘China, Japan, Korea, the PhiTippine IsTands,.and Samoa.

Non-U S citizens are to be reported ‘as foTTows

® For target group report1ng, nonres1dent aliens (those 1nd1v1duaTs i
who have not been admitted to the United States for permanent
residence) are reported only as totaTs and are not identified by
race/ethn1c categor1es

o For empToyee reporting, foreign nationals are reported separately’
as well as .included with statistics reported for full-time staff
by occupational activity and are 1dent1f1ed by race/ethnic cate—

: gory.
READER' See Microforh reader or reader[grinter under EQUIPMENT TYPES.

READER/PRINTER: See M1croform reader or reader/printer under EQUIPMENT
TYPES ) .

READERS AND RESEARCH ADVISORY SERVICES See Informat1on services ‘under -
PROGRAMMATIC ACTIVITIES. v

READERS OR RESEARCH ADVISORY TRANSACTION See Reference transaction under
INFORMATION CONTACT .~ :

.//

B .
v
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‘READING/STUDY ROOM: See Study facility under ROOM USE CATEGORIES.

' RECEIPTS: See CURRENT-FUND REVENUE CATEGORIES.

- .

READY REFERENCE COLLECTION: See Reference collection under COLLECTION -+
CATEGORIES: { : — SR .

REALIA: See Thrée-dimensional material under MATERIALS FORMAT.

REBINDING: See Binding and rebinding under COLLECTION RESOURCES MAINTE-

NANCE ACTIVITY. -
RECATALOGING: See CATALOGING ACTIVITY.

RECLASSIFICATION: See Reclassification.under CATALOGING ACTIVITY.

REFERENCE: See CROSS-REFERENCE and/or Information services under PROGRAM-
MATIC ACTIVITIES. - T - S

REFERENCE COLLECTION: A collection of books and other materials in a library

:useful for supplying information, kept.together for convenience, and
generally not allowed to circulate. See also COLLECTION CATEGORIES.

" The following categories of materials in reference collections are

-

irrespective of materials format. J

1.. Publisher's and book trade list: A publication issued by publishers,
bookdealers, individually, or collectively, describing their pub-
lications, and sometimes including a price list. This category
includes book trade catalogs, monthly catalogs from the Superin-

" tendent of Documents, and so forth. It'also includes nonpublisher
related 1ists such as Books-in-Print. P A

2. Index: An array of references’ (in any medium or format) to topics, |
‘names, or titles.in books and periodicals, or to reports, patents, .
and other nonbook materials. - : . T ‘

3. Abstracts: Factual summaries giving significant content of units
of pubTication (e.g., scientific or scholarly papers, technical
reports, patents): As a reference collection category, abstracts -
typically contain-summaries, of ‘several works ‘concerning a particular
subject or area of learning and accompany citations referring to
the original publications. (5)* - e

. 4. . Bibliography: A 1ist of sources of information or of references to
the library materials organized for a particular use.or relating
‘to a particular subject. (5) See also TOPIC OF BIBLIOGRAPHY OR

~ SPECIAL CATALOG. I - . :

5. Catalo : A list of bocks, maps, etc., arranged accordiyg to some’
efinite plan. As distinguished from a bibliography and from a
- publisher's or book trade 1ist, it is a 1ist which records, describes

“and indexes the resources of a collection, a library or a group of

"1ibraries. This category excludes the public catalog of the \
* _ library used by the library's clientele to locate-materials in the
* library. : : ' , . -
. . . 0 ‘P.‘.ﬂ‘ . .
‘.‘ ?,) ;"4 o ’
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RERERENCE COLLECTION (cont1nued) - -

6. Fact- f1nd1ng sources: Th]s categpry 1nc1udes ‘those reference co]]ec-
tion materials which are most often used to locate a particutar fact
or set of facts about a partickiar topic. This category includes
(although not exclusively) almanacs, encyc]oped1as, d1ct1onar1es,
and. stat1st1ca1 and mathemat1ca1 tables. :

i

7. Other reference coIIect10n mater1§1 This category includes other
"matertal not listed or defined in the above categories. Included
~within this category are college and un1verS1ty announcements,

atlases, and telephone books

REFERENCE FILES .See. Reference coIIect1on under COLLECTION CATEGORIES

'ﬁ REFERENCE TRANSACTION See’ INFORMATION CONTACT
REFERRAL SERVICES\‘ ee Informat1on services under PROGRAMMATIC ACTIVITIES

’ 'REFERRAL TRANSACTION See Reference transact1on under INFORMATION CONTAcT

REIMBURSED SERVICES Services wh1ch the 11brary prOV1des to the user or _

to other 1ibraries on either a.partial cost-recovery basis, or through
. subsidy. This category should include only those services which could
not be prov1ded ‘without such reimbursement to the library. See also
Generated income under CURRENT-FUND REVENUE CATEGORIES.

RENEWAL TRANSACTION: The act of extend1ng a c1rcu1at1on transéction for a,
period of time beyond that of the original loan period. <A renéwal :
transaction applies equally to general circulation transactions, reserve
circulation transactions, and® equ1pment c1rcu1at1on transact1ons :

RENTAL COLLECTION A group of selected books that are c1rcu]ated for a -
small fee. (I) See also LEASED COLLECTION

REPRODUCED FORMAT See F1IIed request under INTERLIBRARY LOAN LENDING

ACTIVITY. , }
"REPRODUCTION DEVICE See Graph1c and regroduct1on deV1ce under EQUIPMENT
. TYPES. _ ,
REQUEST FILLED WITHIN USER SPECIFIED T IME: See" INTERLIBRARY LOAN BORRONING
ACTIVITY.. . ‘ . T

RESEARCH ADVISORY See Readers or research adv1<ory transact1on under
‘ INFORMATION CONTACT. .

RESEARCH AND ANALYSIS SERVICES: Sce Information serv1ces under PROGRAM-
MATIC ACTIVITIES .

RESEARCH AND ANALYSIS TRANSACTION See Reference transaction under
INFORMATION CONTACT )

be
(O
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RESEARCH/INSTRUCTION EMPLOYEE: Inc]udes ail emp]oyees of the - parent

* organization who «customarily receive assignments for the purposes of
research and/or instruction. In- describing .these individuals as -
members of the library's target group or .user group, the- fo]low1ng

. descriptors are of 1mportance .

1.

D1sc1p]1ne/sub3ect matter of the research and/or_ 1nstruct1on An

Tndicator of the major subject areas of importance to the individ- "

ual as it relates to his or her occupat1on.v

Level of research 1nvo]vement An indicator of the 1nd1v1dua1 S

-part1c1pat1on in research activities. This is of part1cuTar im-.

portance in describing faculty members who may largely be 1nvoqved

.in 1nstruct1ona1 rather than research act1v1t1es

RESERVE CIRCULATION TRANSACTION See CIRCULATION TRANSACTION

< RESERVE COLLECTION See COLLECTION CATEGORIES.. . : : ' .Q

RESERVE SERVICES: See Circulation services under PROGRAMMATIC ACT{VITIES

"RESHELVED ‘VOLUMES: See NONCIRCULATED VOLUMES RESHELVED.

|

RESOURCE DISTRIBUTION SERVICES: See PROGRAMMATIC ACTIVITIES
RESOURCE SHARING See- CONSORTIUM, NETWORK, AND/OR COOPERATIVE ENDEAVOR

RESTRICTED FUNDS See  REVENUE RESTRICTION CATEGORIES

REVENUE RESTRICTION CATEGORIES:

1.

REVENUES See CURRENT FUND REVENUE CATEGORIES

Unrestricted funds: Revenues rece1ved by the 11brary or institution
of which the library is a. part without stipu]at1on regarding purpose -
by the source, and may be expended at the discretion of the manage--
ment. This category app11es equally to undeSIgnated and designated

:funds.

Restricted funds: Revenues rece1ved by- the 1library or the parent
institution with-the, st1pu1at1on that such funds be used for the .
purpose spec1f1ed by the donor (source) ' x T

* ROOM USE CATEGORIES: Standard\sroups of 1nst1tuc10n areas descr1bed by -

S pr1mary USB

A].

_Classroom fac111ty A roe;\used by classes that does not require
,spec1a1 -purpose equipment for student ‘use.

.-‘Laboratory facility: A room that requﬁres spec1a1 purpose equ1pment

for student or research purposes.

.

Office’ fac111t1, ‘A room used by T1brary empToyees work1ng at a desk
or t‘b]e .

at
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ROOM USE CATEGORIES (continued) - s .

.

e} f

Study facility: A room used by 1nd1V1duals to study, or a room used - -

to store books. Inc]uded in this category are:

~ @ Reading/study room: A room used by individuals to study books or

nonprint materials. Included are reading rooms, carrels, study
rooms,. individual' study stations,; and s1m11ar rooms intended for
general. study purposes | -

e Stack: A room (or a portion of a room) used to provide shetving
“for Tibrary materials. Exclude off-site storage facility classed
as a support facility below. o -

L

3

e Open stack/read1ng roam: A room that 1s a comblnation.of a read1ng 7%2; _

S

room and stack

o © User information area: A room or port1on of a room that serves-a ,

read1ng/study room, stack, or opeit stack/reading room as a sup-
porting service to such areas.. Included-are areas which house

card cataloos, c1rcu1at1on desks, reference desks, -and information

area. . - - . -

Specia] use facility: A room set aside for“special purposes. This

-,for the cormun1cat1on of these mater1als

includes rooms used for .the production and distribution of audio-
visual, radio, and ‘TV materials and for the operat1on of equ1pment

,_f)"
e

,Genera] use fac111ty A room used for assemb]y, exh1b1t1on, food<

service area, lounge, merchand1s1ng, recreation, meeting, or locker
room, or a room that d1rect1y serv1ces such facilities.

‘Support facility: A room used for data pr0cess1ng/computer, repa1r

-and maintenance .of products, storage of materials or vehicles,. or

rooms servicing such areas.. -For some purposes, it may be.useful

' to 1so]ate the fo]]ow1ng

°- 0ff—s1te storage fac111ty A bu11d1ng or portTon thereor'devoted
to_the storage of collection resources and not azsociated with
a Service outlet of the library. USUully, such facilities house
_overflow materfals from the 1ibrary's general co]]ect1on, and
which materials are 1nfrequent1y used by the 11brary S user group.

'Unc]ass1f1ed fac111ty Rooms not ass1gned undergo1ng remode11ng

'““t1me of the 1nventory

or alteration, or not completely f1n1shed in construction’ at the:

-t

Be,
oA
-
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SALARIES AND WAGES: .See Compensation under EXPENDITURE CATEGORIES AND
TRANSFERS. ~ ' e

© SCHOOL: A schod]@congists of a group of pupils with one*or more teachers.
 who give instruction, of a defined type in one or more grades, housed
.in a school plant of one or more buildings or in one or more school
plants, and organized as one unit. More than one school may -be housed
__in the same school plant, as in the, case where separately organized
.elementary.and secondary grade levels are housed in the same plant;
_when this occurs, each_level is considered as a separafe unit, if ad= -
ministered separately. ' If both elementary and secondary grade levels
are administered as a single unit, it should bé considered as one '
school. (22) Types of schools are: : S
1. Elementary school: A school classified as elementary by state and
~TocaT practice and composed of any.span of grades not above grade 8.

8 One-teacher school: A one-teacher school is a school in which ‘one
tedcher is employed to teach all grades offered in the school, -
redgardiess of.the number of rooms”in the building. These schools
can consist of -any grade grouping within grades kindergarten.
through 8. =(22) ..~ . - -7 : :

¥

&, ;’} “ s .
. e_Middle school:*A middle school is a separately organized and
" ‘administered. school usually beginning with grade 5 or 6 or its
o equivalent and including at least three grades or years. “Most .
> " middle schooTs presume, 'in ultimate pTan if not in present reality,
- a‘fqur-year high school for the grades or_years which-follow, as:
“in a &-4-4 on‘a‘5-3-4291an: (22) x . o

’ v

. @ Other e]emenféry'schboli Those schools notuidentified’or defined
above, regardless of grade span, but-not above grade 8. (22)

" 2. Secdndary school:. A sdhoo] comp#ising~any'span;of,gradés.beginﬁing
{ - with the next grade following an elementary or middle school and-
ending with or “~low grade 120 . Lo

@ Junier hich school: A jUnior‘highfécHoo]'is?é separately organized"”

and administerea secondary school between elementary schools and

wsenior-high schools’, usually 1ncl%ding 7, 8, and 9 (as in a 6-3-3

plan) or grades 7 and 8 (as in a 6-2-4 plan). (22) , '

% Senjor high school: A senior high school is a sqépndary school
offering the fimal years of high school work necessary for gradua-
tion and invariably preceded by a junior high school., Four-year -
and incomplete high schools areto be included: o

w

- - Four-year ‘senior high.school:{Aafour:year high school is’a four-
_ year secondary school immediately following the elementary school
(as in the 8-4(p1an).or a-middle school.- -(22)

P o o Y
X .

Tt

. . ' . , . ) } .. Cxy s .
o - o . . L . . b() (‘)
. . , 5
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SCHOOL (coninued) °

2. Secondary schoo] (cont%nued)

; Senior higb_schOo] (continued)' o | oo S L

' ' i= Incomp]ete thh 'school: An. 1ncomp1ete high schoo] is a secondary :
o . . 'school which offers less than four years beyond grade 8 and .
. g normally ends w1th grade 11. (22) .

o

° Uunior-senior high.sch001; A“Jun1or—sen1or high school is a sec-
ondary school which usually includes grades 7 through 12 and is
‘administered as a single unit. Such a school would usually follow .

’ - a middle or other e]ementary schoo] w1th no 1ntermed1ate school~
. .. between.” (22) . _ , .

o_Vocat1ona1 techn1ca1 school: A vocational technical high school
1s’ a separately organized school under-the direction of an admin-
istrator (sdch as a principal) for the purpose f offering training
in one or more skilled or semiskilled trades u: uccupations. High
schools 6ffering vocat1ona1/techn1ca1 as part of a comprehens1ve
programcshou]d not be included here.  (22)

3. Other'schooT: A schooi.not identified nor'defined above. This Caie-
gory includes: . ‘ R o L.

o Combined elementary-secondary school: Include here those schools.
which serve both elementary and secondary pupils, but which are
organ1zed and administered as a single unit and. cannot be c1ass1— .
fied in any of the categor1es of e]ementary and secondary schoo]s 5

(22) T ' - - S - /*f*

Sbec1a1 educat1on school for hand1cagged Include here only those
'. schools which serve emotionally disturbed and mentally or physi-
cally handicapped pupils exclusivel ‘Do not include schools -
e wh1ch offer special education a]ong w1th the regu]ar program (22)

® Other sch001 A schoo] not 1dent1f1ed nor def1ned above

SCHOOL CALENDAR: See PREDOMINANT CALENDAR SYSTEM
SCHOOL CLASSROOM See CTassroom fac111ty under ROOM USE CATEGORIES

: /A‘SCHOOL COMPLETED See EDUCATIONAL ATTAINMENT S

SCHOOL COMPULSORY ATTENDANCE AGE SPAN: The youngest and o]dest ages at
which ch11dren youths, and . adults normally are-required to attend
school. (22)* See also SCHOOL PERMISSIVE ATTENDANCE AGE SPAN.

SCHOOL DAY: A >choo] day is that part of the ca]endar day when schoo] is

Y in session. “For some purposes it is useful to determine the number of
minutes the school is im operation during the-typical school day. (18)

s
s
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?SCHOOL ENTRANCElREQUIREF”?TE 5 See MINIMUM(ADMISSIONS REQUIREMENT.

-

SCHOOL HOURS: See SCHOOL DAY. \

'SCHOOL LIBRARY/MEDIA CENILR: A fibrary which, as part. of its primary
mission, supports the curriculaxneeds'bf and--provides its collection,
.. related equipment, and the services of a staff to; students, teachers,
and aTfiliated staff of an elementary, secondary, or combined school.
o This entity, may be alternately called a. library, media center, in-
“ ~ structional materials center, learning resource-center, or combination
" thereof. . School libraries/media centers may 'be-categorized according
to the type of school served (see SCHOOL for these distinctions). See
also LEARNING RESOURCE CENTER. T :

_ SCHOOL LIBRARY/MEDIA CENTER TARGET GROUP: Students, c]asSrbom teachers,
and other employees and affjliates of the school whom the library is

“intended o serve. Categories and descriptors of ‘population which are
appropriate for library managers to consider include:

1. Pupils: Students receiving formal instruction at the school. of which
the Tibrary is & part. Descriptors appropriate to this category

include - =

( o

'@ Age .

e Handicap category

e Lanyuage proficiency

e® Disadvantage status

e Migrant
¢ Learning disability

o Gifted or talented

2. Classroom teachers: Teachers for portions of schoolwork of self-

' contained classes, performing professional activities in guiding
and directing the learning experience of pupils in an instructional
situation in a particular classroom or classrooms. This category
should not include administrators, supervi_ors, consultants, coun-
selors, librarians, or itinerant teachers. The status (full- or
part-time) and the discipline and level of instruction provided are
appropriate descriptors of this category. (22)*

, 3.  Other.target group: Include here all employees or affiliates of the
' schoo] eligible for library services and not "specified above. .

SCHOOL LIBRARY/MEDIA CENTER USER GROUP: Those persons, &ither within the

- library's target group, or other, who actually utilixe the rescurces
or services of the library. Types of school Tibrary;media center user
groups correspond to target group descriptors and mayalso include
additional descriytors for nontarget group users. <

, . 7 ¢ O e
. - U, e
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SCHOOL PERMISSIVE ATTENDANCE AGE SPAN: The youngest and oldest ages at’
which children, youths, and adults normally are allowed to attend
school. (22)* “See also SCHOOL COMPULSORY ATTENDANCE AGE SPAN.

,SCHOOL REPORTING-UNIT STRUCTURE: The type of organizational un1t oper-
ting the reporting library and.possibly other library/media center
un1ts as we]] Types of reporting-unit structures 1nc1ude. (22)

1. State Department of Education: The state agency exerc1s1ng leader-
ship, service, and regulation responsibilities in regard to ele-
mentary and secondary public education and such other aspects of
education in the state as 1ie within the legal authority. The term
"State Department of Education" is often used 1nterchangeab1y with
the term "State Education Agency," and in this ~onnection includes
the State Board of Education, the chief state school off1C°rs, and
their staffs. (22)

2. Other State Education Agency: An organization other than'the State
Department of Education. established by law for carrying out a
specified part of the educational responsibilities of the state.
For example, some states establish « separate organization to ad-
minister higher education. (22)

3. Intermediate administrative unit: An Jim:nistrative unit smailer
than the state which exists primarily o provide'consu]tative,
advisory, administration, or statistic:! services to. local basic
administrative units. This includes intermediate administrative
units referred to as county intermediate units or supervisory
unions, regional educational units, educational cooperative service
units, and boards "of cooperative education servicas. (22) -

4. Local public school! system: An administrative unit at the local
Tevel which exists primarily to operate schools or to contract for
schools services (also known as a local education agency [LEA]).
Public school systems include common, city, independent, consoli-
dated union community, town, township, jointure, and county-unit
school districts; they include districts operating singie schools ,
e.g., area schools for vocat1ona] or snecial education operated by
separate boards of education. - For reporting purposes, a system of
schools operated by a branch of the Federal government--for children
such as those residing on Indian reservations, or in U.S. Territories,
or for dependents of armed services personnel--is reported under
this heading. The lccal school system may be described further
according to type of organization, or according to type of schools
operated. (22)* :

5. Segment of loca! public _t;:olggyétem: For examb]e, an individual
school within the Tocal . .ic school sysZem.

6. Nonpublic system: For.e xamp]é a system of church-related schools,
~including a d1oscesan school system. (22)

7. Other report1ng -unit structure: An acdministrative unit oper2+1ng a
school other than those described above.

206! -
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SCHOOL STUDENT COUNTS:.The recording and reporting of student data for
internal and exchange purposes. The following three types of statis-
- tics are needed:. S

1. School average daily attendance: The aggregate days attendance’ of -
a given school during a given reporting period divided by the number
of days school is in session during this period. Only days on which
the pupils are under the guidance and direction of teachers should
be considered as days in session. The reporting period is generally
a given regular school term. The average daily attendance for groups
of schools having varying lengths of terms is the sum of the average
daily attendances obtained for the individual schools. (22)

2. School average daily membership: The.aggregate days membership of a
given school during a given reporting period divided by the number
of days school is in session during this period. Only days on which
the pupils are under the guidance and direction of teachers should

~ be conside "2d as days in session.” The reporting period is gererally
a given regular school term. The average daily membership for groups
'6f schools having varying lengths of terms is the sum of the average
daily memberships obtained for the individual schools. For purposes
of obtaining statistical comparability only, pupil-staff ratios i#n-
volving kindergarten and pre-kindergarten pupils attending a half-
day session are computed as though these students. are in membership
for a half day. (22) '

.3. School grade or year._enro'’'ment: The numbei~ (headcount) of students
officially enrolled in each grade or year contained within the
school. A grade is a designation applied to that pertion of the
school's curriculum which represents the work of one regular school -
term. In some situations--often referred to as "ungraded"--grade
designations are not used; designations appropriate for these situa-
tions are year 1, year 2, and so forth. (22)*

- SCHOOL TERM: A prescribed span of time when school is open and the pupils

are under the direction and guidance of teachers. The number of days
in the term should be reported. (22) -~ :

SCHOOL YEAR: The school year is defined as the twelve-month period of time
denoting the beginning and ending for school accounting purposes, usually
from July 1 to June 30. (22) . : :

SCORE: See Other materials format under MATERIALS FORMAT.

SEARCHING AND VERIFICATION SERVICES: See Materials acquisition services
under PROGRAMMATIC ACTIVITIES.

SEATING CAPACITY: The number of chairs or other seating-units available
within the library area for library clientele while they use materials.
The number of seats avaiiable for the library users should .be given for
the library as a whole, including: general -reading area seats, lounge |

. seats, group study seats, audiovisua) area seats, other mdterials seats,
study carrels, study area seats, typing room seats, seminar room seats’” .

20
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SEATING CAPACITY (continued)

. (when available on an open basis), etc. Seats at index tables, card
catalog reference tables, and other seat1ng provided for special use
or consultation should not be.counted in the total, nor should seats
in locked rooms not normally open to library patrons, such as auditorium
and general meeting room seats. (18)* A

This, catégory may be divided into carrel éeatihé and other seating:

1. Carrel: A desk available for individual use. Carrels may be
categorized into: ‘

~ e Wet carrel: A carre] which is electrically wired for use of
equipment in order to access nonprint materials.

e Dr carre]: A carrel which does not contain electrical access
nor built-in equipment with which to access nonprint materials.

2. Other seating: Inc]ude here all other seating.

SECRETARIAL/CLERICAL EMPLOYEE See 0ff1ce/c1er1ca] emp]oyee under PERSONNEL
RESOURCE CATEGORIES.

"SEE ALSO" REFERENCE: See CROSS-REFERENCE.
"SEE" REFERENCE: See CROSS-REFERENCE. _ N

SELECTIVE DISSEMINATION OF INFORMATION (SDI) ACTIVITY: The gathering and
distribution of information about a specific topic and to a particular
audience. Typically, SDI is a recurring activity on a regular basis .,
and provided according to the specific interest or specification (SDI -
profile) of the client. Most often SDI is a product of a search of
machire-readable data base. However, SDI may also be the result of a
literature search of printed indexes and abstracts.

1. Selective dissemind%ion 0f information (SDI) search: Activify re-
Tated ‘to the accessing of bibliographic records on a particular

‘\—’//// topic (as specified by the user's SDI profile) for purposes of

producing a bibliography for the user. Typically, such searches
are conducted on a regular and recurring basis, and thus are
differentiated from a reference transaction.

SELECTIVE DISSEMINATION OF INFORMATION SERVICES See Information services
under PROGRAMMATIC ACTIVITIES.

SEMESTER: See PREDOMINANT CALENDAR SYSTEM.
SENIOR HIGH SCHOOL: See Secondary school under SCHOOL.

SERIAL: See MATERIALS FORMAT. - ,
SERIAL SERVICE: See Print (or printed) materials undenrMATERIALS FQRMA".

I's
3
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SERIALS CONTROL SERVICES: See Materials organization and control services
under PROGRAMMATIC ACTIVITIES. -

© SERIALS LIST: See CATALGG. |
SERVICE AREA (OF LIBRARY): See PUBLIC LIBRARY PRIMARY SERVICE AREA.

| - SERVICE™MVAILABILITY: The degree to which services of the library are
i available to the library's user group. Several criteria can be employed-
- in.determining service availability, such as the number of service out-
lets available to the library's user group, the number of service points
‘provided within a service outlet for the Tibrary's user group, the geo-
graphic distribution of, and distances between, service outlets, and
the hours of services available to the library's clientele. The follow-
ing]typeS'of information are appropriate for determining service avail- -
ability: :

1. Public library primary service area

2. Service outlets: This category includes both the hours in which
Service outlets provide the services of its staff to the library's
user group and the number of service outlets available to the -
Tibrary's target group. See also SERVICE OUTLET.

3. Service points: This category includes both the hours in which the
service points are staffed and prepared to deliver services to the
library's user group and the number of service points available
within each service outlet. See also SERVICE POINT.

4. Service availability measure: The number of hours annually -in which
an individual service point is staffed and prepared to provide ser-
vices to the library's user group. Total service availability is
calculated by adding the number of service hours provided by each
service point maintained by the library (i.e., the sum of individual
service point availabilities). The average service availability
is calculated by dividing the total service availability of the .
library by the number of service points maintained by the library.

SERVICE EMPLOYEE:® See PERSONNEL RESOURCE LATEGORIES.

SERVICE HOURS: Those hours annually when a library, branch, or bookmobile
is open and prepared to render.service to its clientele. Total service
hours are determined by aiding the number of-hours the library is open
to users, or a bookmobile is in place to provide service to users. (18)*

SERVICE MONTH: See EMPLOYEE COUNTS.

— SERVICE OUTLET: Any location where.library materials and services are
made available to the library's clientele. (5) Only those outlets
which are in service at the time of reporting are included. Both
number of service outlets and hours open annually should be included.
Service outlets include: -

00 .
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'SERVICE OUTLET (continued)

1. Central library: The singie unit 1ibrary or the iibrary wher: s
_ principal collections are kept and handled. Also called the main
lTibrary. (5)* A libravy system may or may nct have a cen®rai
“library. : - 4 ’

“. 2. Branch library: A satellita jibrary with sersirate quarters, a basi«
\\\\//\J collection of becoks, a regular staffing lzval, anc an established
- pecurrent schedule, administered by either the central library or
“library headquarters. . :

3. Affiliated library: A library housed in the facilities of the parent
organization, and although admiriistered by the pavent organization
of the .library, is not under the jurisdiction of the central library
or library headquarters. Example: of this are-law libraries and.
medical libraries on academic campuses which may have their own
governance and may not be within the administrative jurisdiction
of the central library; departmental libraries in corporate organi-
zations, and so forth. It'should be noted that an affiliated library
must meet the specifications of LIBRARY in order to be reported here.

4. Bookmobile: A truck or van especially equipped to carry books and
other library materials and serve as a traveling branch library.
(5) A bookmobile stop.is considered to be a unique location at
which the library services are rendered by bookmobile staff or ftom
the collection of the bookmobile on a regular and prescheduled basis.
Exclude stops for service to another library or service outlet.

5. Mediamobile: A truck or van especially designed and operated to
distribute print and audiovisual materials. A mediamobile serves -
both as a delivery.unit and a branch or satellite library. (5)*

A mediamobile stop is considered to be a unique location at which

library services are rendered by the mediamobile staff or from the
collection of the mediamobile on a regular and prescheduled basis.
Exclude stops for service to another library or service outlet.

6. Other service outlet: Any other:location where library materials
and services are made available to the library's clientele. This
includes classroom collections, deposit stations, and services
provided to institutions such as a hospital or prison, on a regular
basis. Excluded from this category are:satellite book drops,

*books-by-mail services, and other service points which do not .
provide a collection of materials nor library service on a regular
basis. -
. , f K . .

SERVICE POINT: A specific location within a service outlet, at which a
particular service or set of services are provided to the library's
clientele. Typically, service points are staffed with library person-
nel responsible for the delivery of this service orset of services to
the patron. Examples of service points are circulation dasks, infor-
mation desks, and reference desks. Both numbers and hours open (staffed
and prepared to deliver service) should be considered. ' .

e
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SEX: Sex is reported in the 1970 census for 100 percent of’the population.
For 'those whose sex Was_notﬁrgported, an assumption was made:by the
person's first name. For t e remaining cases, sex was assigned through
an allocation procedure. e T Lo e

~.

1. Male
2. Female . . o " o ' }j'”;_" K,f

SHELVING CAPACITY: The capacity of a library for storing its collection
resources, expressed by the total number of feet of shelving available
for housing print and nonprint materials and by the total square fcotage
assigned to shelving. Only the shelves in the sections used for shelving
the. collections should be counted. Such shelving does not include shelves
for materials-in-process in technical services areas, staging or sorting
‘shelves. in the circulation areas, shelves serving as vookcases in offices,

and shelves in receiving rooms used for storing tran ient materials.

1. Linear feet of shelving: The total length, in feet, of the shelving .
available for the Tibrary materials-is determihed by adding the
length, in feet, of all of the shelves in the bookstack sections
‘and in the audiovisual and other materials sections. :

2. Assignable square feet of Shelving: The .total square footage of
shelving is determined by adding the square feet of all floor space
devoted to shelving, including walkways_dividing series of/she1vesﬁ.

SIMULATION MATERIAL: See Three-dimensional material under MATERiALS\FOhMAT.

SINGLE-CAMPUS INSTITUTION: See ACADEMIC REPORTING-UNIT STRUCTURE ..

" SINGLE TERM: See PREDOMINANT CALENDAR SYSTEM.
SLIDE: See Projected or magnified material under MATERIALS FORMAT.

*SLIDE PROJECTOR:OR VIENER:‘See Projecting or magni{;ing,device under
EQUIPMENT TYPES. ' R

SLIDE VIEWER: See Slide projector or viewer under EQUIPMENT TYPES.

SOUND RECORDING: See Audiodisc under MATERIALS FORMAT.
SOURCE OF FUNDS: See CURRENT-FUND REVENUE @“(EBORIES.

\

SPECIAL CATALOG: A Tist arranged&in an’established order which records

" and describes a set of vesources held in-the library. Typically;
special catalogs pertain to holdings in a special collection of the
library. ' : '

_ SPECIAL CATALOG TOPIC: See TOPIC OF BIBLIDGRAPHY OR SPECIAL CATALOG:

 SPECIAL COLLECTION: See COLLECTION CATEGORIES.
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SPECIAL EDUCATION SCHOOL FOR HANDICAPPED: See Other school under SCHOOL.

" SPECIAL LIBRARY: A library in a business firm, association, government
. agency, or other organized group, and which does not meet the criteria
.-~ for an'academic, public, or scheol library; or a library which is main-
"~ tained by a parent organization to serve a specialized clientele. Types
of special library include: . . ’

~>

"1. Special library serving an institution.of postsecondary education:

A special Tibrary generally associated with a school] or schools of
-a-college or university. Such a special library is primarily
“intended to serve the research and informational needs of faculty,

students, or researchers of that school. Such special libraries

include medical school or health sciences libraries, law school
/ libraries, physical sciences libraries, and theology school 1libr ries. .

. 2. Special library in the: private sector: A special library associated
with a profit or private nonprofit organization. Such a.special
Tibrary is,generally intended to serve the research and informational
needs of employees or affiliates of the organization. These
libraries may be further classified into:

e Special library in a trade or-professianal organization (including = .
a trade union, county bar association, technical society, and so . A

) forth) .

# Special library in a commercial or .industrial organization (in-
~cluding research and development, marketing, or production
orqganizations) - ~

o Special library in agbusiness.or service organization (including
banks, hospitals, or law firms)

e Special library in a naF%nership (jnc]uding,]aw;partﬁbrshipS'and‘
medical practices)

¢ Other special library in the private sector

3. Special library maintained by and serving a government agency: A
special library controlled and funded by a government zntity, such
as a Federal, state, or local agency. Typically such a library is
intended to provide for the research and informationa} needs of the
employees of the\particular government agency. Hpwever, some 1i-
braries may serve\other functions, such as meeting the needs of the
library community in general, the informational needs of the citizens
of the particular jurisdiction, or the information needs of a spe-
cialized group beyond the employees of the agency (e.g., national
libraries). Further refinement of.this category may be:

¢ Natiopal library: Specifically, this category includes the Library
of Congress, the National Agricultural Library, and the National

g »

Library of Medicine.




SPECIAL LIBRARY (continued).

o

3. Special-libraky maintained: by and serving a government agency (cbntihued)

® Special library maintained by and serving a Feéera] agency (other -
Than a national library): A special library funded and operated
by a braq;h of the United States- government. ..

e Special librar maintained by and serving a state government agency:
. K special [ibrary funded and operated by a branch of state government.
@ Special TibrérjAmaintained by and serving a local government agency:

A special library funded and operated by a city, township, municipal,
county, district, or other similar unit of government. |

@ Other special library maintained by and serving a government agency:
A special library serving a government agency in a jurisdiction
other than those identified above. ‘ ’

4, Independenf special library: A specia] library which is not a part
of a larger organization or agency and which may provide specialized
information servicés to the.public, a segment of the public, or to

other. libraries. N

5. Other special library: A special library not identified nor defined
above. - ' . ‘ ’

SPELIAL LIBRARY REPORTING-UNIT STRUCTURE: The type of structure which com-
prises the institution or agency of which the special library is a part.
Such reporting-unit structures vary significantly among special libraries
and should be outlined in context of the individual special library or
group of libraries. Largely the reporting-unit structure should reflect-
the degree of -autonomy with which the 1ibrary_conduqas its operations.
The following two reporting-unit structures are presénted for special
libraries serving institutions of postsecondary education and for special
‘1%braries in the private sector. Other categories of reporting-unit
structure may be ‘equally as useful to the needs of the special library.

Fof special-libraries serving institutions of pdstsecondary education,
the foI]owing reporting-unit Structures arz2 possible:

1. A library administered by the cz#..« _ ibrary of the parent insti-
Tution: A Tibrary which is under the control of the director of the
university libraries, or other designated administrator of the gen-
eral library of the campus. ‘ .

' 2. A library- administered by the school, college, or department of
* Which the reporting library is a part: A library for which fiscal
and management control is a function of the school, college, or

department directly served by the 1ibrary.

3. Other reporting-unit structure: A special 1ibrary‘servin§ anvinsti-
Tution of postsecondary education which is administered by other
than the -above defined persons or units.

B
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SPECIAL LIBRARY REPORTING-UNIT STRUCTURE (cont1nued)

For spec1a1 libraries in the private sector the following report1ng-
unit structures are poss1b1e :

1. Single s1te organ1zat1on An organization which cdnducts its-pro~
grams, services, and business at a s1ng1e 1ocat1on

2. _Main (home) offices: A 11brary serving the central offices of an
organization which consists of these offices and .one or more branch
. facilities. The main offices are usually the location of the core,
pr1mary, or adm1n1stratnve offices for the organization.

3. Branch office: A 11brary serving a division or branch facility of
an organization consisting of main (home) offices and one or more
branch facilities. A branch office is considered to be at a dis-
tance from the main (home) offices and for which a‘*e1at1ve1y stable
adm1n1strat1on is 1in p]ace

4. Division of the main (home) offices: A division of a corporate body
which 1s Tocated in the same facilities as the parent organization
(i.e., main offices) but which is separately served by a library
of the division. . : . -

5. Joint 11brary A 11brary that serves two or m~re 1ndependent orga—
" nizations.

6. Other reporting:unit structure

SPECIAL LIBRARY TARGET GROUP: The' population which the library is intended
to serve. Typically, target groups of special libraries are best cate-
gorized by emp]oyment or affiliation. Special libraries serving insti-
tutions of postsecondary education may best describe the target group -
in similar. terms of those employed in academic libraries. Special
libraries in the private sector may emp]oy the following descriptors
‘or some variation thereof _ Y

1. Security clearance status A descr1ptor of the degree to which
members of the target group may access security classified docu-
ments held by the libravy (if applicable).

“ 2. Employee counts: Employees of the parent organ1zat1on should be
*  considered on the basis of their involvement in research or other

activities which requ1re varying levels-of library support, and

~upon the discipline in which such activities are being conducted.

3. he‘ target group descriptors

Spec1a1 11brar1es maintained by .and serv1ng gc .ernment agencies may .
consider the fo110w1ng descriptors or some v¢ ~iation thereof:

1. Government officials: Elected or appointed officials, legislators,
and judges affiliated with the agency, and for which 11brary ser-
vices are provided.
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SPECIAL LIBRARY TARGET GROUP -(continued)

2. Employce counts: Employees of the agency should be considered on
tho basis of their involvement in research or other activities
which require varying levels of 1ibrary support, and upon the
discipline in which such activities are conducted. - .

3. Contractors: Individuals conducting research or other activit-
under contract to the parent organization and who, by virtue ot -
this contract, may access the services of the library.

4. Other target groqp descriptors

‘Independent special libraries and other special’ libraries should define
their, target groups according to those descriptors which best serve to
determine the types of services, facilities, or resources necessary,
and the resource and service utilization of these groups.

SPECIAL LIBRARY USER GROUP: Those persons, either within the library's
target group, or other, who actually utilize the resources or services
of the library. Types of special library user groups correspond to~
target group descriptors and may-also inciude additional.descriptors

" for nontarget group users. ' ‘

SPECIAL USE FACILITY: See ROOM USE CATEGORIES. |
. SPECIALIST/LIBRARY PROFESSIONAL: See PERSONNEL RESOURCE CATEGORIES.

STACK: See Study facility .nder ROOM USE CATEGORIES.

STACK MAINTENANCE SERVICES: See Collection maintenande services u. ler
_PROGRAMMATIC ACTIVITIES. T —

STANDARD LiBRARY IDENTIFICATION NUMBER: See The American National Stan-
dards Institute Standard Library Identificaticn Number (SLIN) under
LIBRARY IDENTIFIERS. ’

[

STANDARD -METROPOLITAN STATISTICAL AREA: See Address under LIBRARY
IDENTIFIERS. | - . ..

STANDING ORDER: A general direction to a vendor or_pubTisher to supply
future issues of a continuation as issued until otherwise notified.

e

STATE LIBRARY: A library maintained by state funds, which preserves the -
state records and prg%édes books for use of state-officia]s, books
relating to the history of the state, boo"s published~by authors 1iving
in the state, .and newspapers published 1. the state. In many states,

 the state’' 1ibrary may provide a collection to meet any resident's needs
for books or information. .
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STATE LIBRARY‘AGENCY The state organization ex1st1ng to extend and 1mprove '
library servic®s in the state. Its functions may include the planning - -

. - of statewide public library service, promotion of the development of
these libraries, supervising library prov1s1on with a view to improving
services by formu]ating and enforc1ng minimim standards; providing a
consu]t1ng and”advisory service to librarians, boards 'of trustees, and
citizens' groups within-the state; administering a- state system of
grants-in-aid as well as Federal grants -in-aid to libraries; providing
supplementary services such as interlibrary loan and traveling libraries;
and providng a centralized information and bibliographic service; cen- -

“tralized cataloging; providing library services to school, clubs’, and .
1nd1v1dua15 where no ﬂub11c library services exist. (12)

STEPEOGRAPH See Prolgcted or magn1f1ed mater1a1 under MATERIALS FORMAT.

’ STRIP FILM: See F11mstr4p or: fi]mstr1p set under MATERIALS FORMAT

STUDENT ASSISTANT An employee of .an academic 11brary who is s1mu]tane-
ously enrolled on a regu]ar basis in the academic.institution of which

. 'the reporting library is a.part. Typically (although not a]ways) these
employees perform non-technical duties within the. library and would be
categorized as office/clerical personnel. Note: Service months of ‘these
emp]oyees should be included under the app\ppr1ate emp]oyee class1f1ca-
tion (e.g., off1ce/c1er1ca1, etc A

» STUDENT COUNTS: See ACADEMIC STUDENT COUNTS and/or  SCHOOL STUDENT COUNTS
STUDY EACILITY See RODM USE CATEGGRTES v ~ ‘
\/{ v
SUBJECT HEADING: A word or group of words 1nd1cat1ng a. subJect under
which a%] material- dealing with the.'same theme is entered in a catalog
or a . ﬁ1ography3 or is arranged in a file. (1)

SUBJECT MATTER: See DISCIPLINE/SUBJECT WATTER

SUBJECT SPECIALIST See - Spec1a11st/]1brany profess1ona1 under PERSONNEL
RESOURCE CATEGORIES. , .

SUBSCRIPTION: The arrangement by which an organ1zat1on, publisher, cr an
agent provides the library with copies of a periodical, newspaper, or
other serial as issued. (5)* Include only those subscriptions cur-
rently received by the library. Forf reporting purposes, the number of
titles (excluding duplicates) and the number of subscriptions (including
Cup11cates) should be counted. "
SUPERINTENDENT OF DOCUMENTS (SuDoc) CLASSIFICATION: See CLASSIFICATION

SYSTEM . . :

'SUPPORT SERVICES: See logistical and phys1ca1 pTant operat1ons under
PROGRAMMATIC ACTIVITIES

SUPPORT FACILITY: See ROOM USE CATEGORIES. . . h ,f:

~u?
.
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TARGET GROUP: Thosevpersons whom. the T1brary by its mission s 1ntended~",
to serve. See also ACADEMIC LIBRARY TARGET GROUP, PUBLIC LIBRARY N~
TARGET GROUP, SCHOOL LIBRARY/MEDIA CENTER TARGET GRdUP and/or SPECIAL . ™~
LIBRARY TARGET GROUP.

' Da
TARGET GROUP IDENTIFIERS/TRAITS Ind1v1dua1 attr1butes of members of the o
target ‘group. See also ACADEMIC: LIBRARY TARGET GROUP, PUBLZC LIBRARY
TARGET GROUP, SCHOOL LIBRARY/MEDIA CENTER TARGET GROUP and/or SPECIAL
_ LTBRARY TARGET GROUP.- Specific 1dent1f1ers and traits include: ‘
T Ind1v1dua1 jdentification: The name; address, and other identifi-
‘ cation of the member of the target group. . 0 .
2. Age R e o Z/ _
3. Sex o, R C
4. Race/ethnic Tdent4éication S L L __—
TS. Hand}tap category . - = ‘ : ,
6: Language prdficiengy _ i
7.' Disadvantage statué » o - '
8. DiscipTine/sdbject matter of major interests
9. -Educationa] attainment/level
..10. Employment category 1 | T e
M. Family income '
",These de§cr1ptors "should be selected in light of the 1mp11cat1ons for -
services or service utilization. .7hus,-for example, age of the indi-
vidual is of only limited s1gn1f1cance for academic libraries, while
among pubT1c 11brar1°s,«age ranges of - the target population influence ’
-both serv1ces and service use. , .
TEACHER: See Classroom teacher under SCHOOL LIBRARY/MEDIA CENTER TARGET
GROUP
: TECHNICAL EMPLOYEE: See PERSONNEL RESOURCE CATEGORIES
TECHNICAL HIGH SCHOOL ; See Vocational technical high schooT under SCH‘OL
:TECHNICAL SERVICES See PROGRAMMATIC ACTIVITIES. ' k e ‘
_ TELEVISION RECEIVER See Electronic d1sp1ay device under EQUIPMENT TYPES
TELEWRITER: See Elactronic display de' ice under EQUIPMENT TYPES. ‘7\\;\\
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. TERMINAL' See Computer terminal under EQUIPMENT TYPES.

" THREE- DIMENSIONAL MATERIAL See MATERIALS FORMAT f-,} B L
TITLE: See COLLECTION COUNTS o I
.
TITLES ADDED: The number of new t1t1es acqu1red by the 11brary

TITLES REMOVED: The number of t1t]es (]ast cop1es) removed from the
collection. - t o

¥,
>

o TOPIC OF BIBLIOGRAPH¥ OR SPECIAL CATALOG ‘The centra] +ne . or subject
SNt td wh1ch entr1es 1n “the. b1b11ography or’ spec1a] catalog app]y

.

A‘TRADE LIST See Pub11sher s and book trade ]1st under REFERENCE, COLLECTION

iTRANSACTION DURATION See Act1v1ty measures. under PROGRAM MEASURES
TRANSFER-IN See CURRENT‘EUND REVENUE CATEGORIES
aTRANSFER ouT: See EXPENDITURE CATEGORIES AND TRANSFERS

D_TRANSPARENCY See Overhead transparency under MATERIAL" ”ORMAT X \\ N

:_ TRAVELING LIBRARY: A small “collection of. selected books, or other 11brary
mater1a15 sent by a- library for the use of a group or commufiity during . «

-~

a limited per1od Include here materials, Tent for c]assroom co]]ect1ons RS
and ektension c]asses {(5)* ‘

TRIMESTER: See PREDOMINANT CALENDAR SYSTEM .

TUITION AND FEES See CURRENT _FUND - REVENUE CATEGOPIES f -

'TYPICAL MONTH: A typ1ca1 month is'a month "in which the central” 11brary Co .
,) and. other-‘service outlets are, generally open dur1ng regular hours for,

"the library's clientete, and in which the 11brary s c]1enteTe utilizes
.the 11brary on a normal basis. “

| TYPICAL WEEK: A typical week is a week in which the centra] ]1brary and
other service outlets are open during regular hours for genera] users
and which does not contadh, any ho]1day (18) . .

."‘
.
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UPdOUND FERLODICAL See Per1od1caT under MATERIALS FORMAT.

UNCLASSIFIED FArILITY See ROOM USE CATEGORIES. \

UNDERGRADUATE 'STUDENT: See "ACADEMIC STUDENT LEVELS //

‘UNRESTRICTED REVENUES See REVENUE RESTRICTION CATEGORIES.

'UPPER DIVISION ‘See ACADEMIC COURSE LEVELS.

USER DIVISION: See PUBLIC LIBRARY USER OIVISIONS

USER QRUUP: The members of the library target group and nontarget group
, members who actually use the resources or services of the library.
« . . User groups are described in the same manner as ihe appropriate target

’ " groups, i.e., Academic Library Target Group, Public Library Target
Group, Spec;aT Library Target Group.

USER INFORMATLION AREA: See Study fac111k1_under ROOM USE CATEGORIES
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VERTICAL FILE MATERIAL: See Other print matarial under MATERIALS FO"‘Y.

- VERTICAL FILES: See Referéncé ccilection under COLLECTION CATEGOPEES.

VIDEODISC: See Electronic display material under MATERfALS FORMAT |
: \ _
- VIDEOPLAYER: See Electironic display device under EQUIPMENT TYPES.

‘VIDEOTAPE: Se~ Electronic display matzrial under MATERIALS FORMAT.

VIDEOTAPE RECORDER: See Electronic display device under EQUIPMENT

VOCATIONAL TECHNICAL HIGH SCHOGL: See Secondary school under SCHOO..

" VOLUME: For reportingvpufposez,,a volume ic * nhysical unit of any printed,

typewritten, handwritten, mimeographed, -  vccessed work, contained
in one binding or portfolio, hardbound ~.  2rbound, which has been
cataloged, classified, and made ready tu. - .:. (5, 18, 19, 20) See /

also Phys1ta1 unit under COLLECTION COUNTS.

VOLUME EQUIVAL_NCY:MThe equ:va}en; number of volumes that microform
. materials would be if they had beszn obtained in print. Volume equiva-
~lency may also refer to other nonpriet materials--e.g., audiorecordings,
etc.--where cne phy ical unit i< the equivalent of one volume.

VO1.UNTEER: ﬂee ConLr1butea (/Olunfeer),sefv1ces under EXPENDITURE CATE—
GHORIES AND TRANSFERS.

. \\ .

w
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W
WAGES: See Compensation under EXPENDITURE CATEGORIES ANS TRANSFERS.

WET CARREL: See SEATING CAPACITY.

WORK ENVIRONMENT/STAFF MORALE: See Performance measures under PRIGRAM
MEASURES.

£y ! N
&)Ié)
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Data Base project at the National C~nter for Higher, Educat1on Manage-
ment Systems.

1

/

ALA Glossary of Library Terms, ALA, 1943. | ' /

/

American Library fssociation: Reference Statistics Comm1ttee a pro-
posal for HEGIS reference question definitions, 1977.

?mer1can National Standard X.12: Vocabularly for Informat1on Processing,
-1970. - ‘

Amarican National Standard Z39.1: Periodmca1s-Format and ‘Arrangement.,
1967. . ‘

. American National Standard Z39.7: Libran& Statistics, 1968

American National Standard Z39 8: Comp111ng Book Pub]1sh1ng Statistics
(Revised 1977).

American National Standard Z39.29:.Bibliographic References, 1977.

_ American National Standards Institute, Z39: Compiling Newspaper and

Periodical Publishing Statistics, 1977.

Anglo-American Ca*aloging Rules, American Library Association, 1970.

Association of Theological Schools, Annual Questionnaire, Fall 1977.

Dataflow Systems, Inc. ‘A Glc: sary for Library Networking. Washington,
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-

Hundre’<s - individua’s have been invoived in the development: of
this Handuos.. Representatives of na;iona] associations and of varijous
state and Federal agencies serveq as édvisors for this project. Other
individuzis-who réﬁfewed materials channeled their contributions through
n**“"izational represéntét;ves or directly to the contractr. . It is’im-
possible to list every individual who contr1buted to this Handbook. The

organizations and individuals belaw, however, deserve specqul recogn1t1on.

[

————

.Project Review Group

Reprasentatives from the major specidlfidterest communitiés of -the
11brary world were invited and accepted fo serve ¢ . the Project Review

Group. These individuals prO\ided d1rect 1nput to the contents of the

Handbook and were responsibie for overa]] review of the final product.

Two meetings of this group were held dﬁ}ihg_fhe course of the'project.
The two-day meetings were held in Chicago, Il]ihois,”apd,Dénver, Colorado.
These individuals are listed below according to association represented

and by title and location at the time ¢f the project.

28i
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AMERICAN ASSuC:ATION OF SCHOOL LIBRARIES

Representative: . Frances Dean
Director
Division of Instructional Materials
Department of Instructional Resources
Ment.gomery County Pub11c Schools
Qccxv111e,\MD

AMERICAN LIBRARY ASSOCIATION LIBRARY ADMINISTRATION DIVISION

‘atat1st1cs for College and Un1vers1ty L1brar1es Comm1ttee

Representative* + Virginia Cesario
Director
Library
City College of the City
- . University of New York
’ : New York, NY

Statistics for Public Libraries Committee

Representative: Jan Keene

: Assistant Dirzctor -
Tulsa City-County ".ibrary System
Tulsa, OK _

Stat1st1cs for School Library Med]a Centers Committee

Representative; ~ Elinor Mcfloskey : -
Coordinator
Albuquerque Public Schools
Albuquerque . NM .

Statistics i . mce o ihra. s Agencies Committee
Representative: B . Japice Feye-Stukas’
: o . Consultant
- 0ffice of Public Libraries

State of Minnesota
St. Paul, MN

AMERICAN NATIONA!. STANDARDS INSTITUTE Z39/SC7 COMMITTEE

Representative: - Katherine Emerson
Archivist
University of Wassachusetts
Amherst, MA

ASSOCIATION OF CLLLEGE AND RESEARCH LIBRARIES

Representative: _ Eldred Smith
Uirector * .
University Library
Uni rercity of Minnésota N
Minneapolis, MN ; ;



-277-

CHIEF OFFICERS OF STATE LIBRARY AGENCIES

Representative: ~ “ Joseph Shubert
C State Librarian
New York State Library
Albany, NY

FEDERAL LIBRARY COMMITTEE OF THE LIBRARY OF CONGRESS

Representative: . .© James Riley
: Executiye Secretary
Federal Library Committee of the
Library of Congress
Washington, DC

PUBLIC LIBRARY ASSOCIATION

Representative: - " Ronald Dubberly
Director :
Seattle Public Library
Seattle, WA

SPECIAL LIBRARY ASSOCIATION

) Representat1ves . Shirley Echelwan
ok . Chief Librarian
Chemical Bank Resoarch Library
New York, NY '

“Scott Kennedy
Director
Priysical Science L1brary
Un1ver**ty of California at Dav1s
Davis, CA

" In adg tiun to the above official membership of %1is group, the
following i tividuals participaggd in meétings of the Project Faview

Group and provided major co. ~itutions to the success of this project:

Susan Crawford Sandra K. Paul :

Director ¢ Member, Executive Committee

Division of L orary and . Book dndustry Study Group, Inc.
Archival Servicas Darien, CT

American Medical As< ciation
Chicago, IL

Mary Jo Lynch

Director

0ffice of Research

Smerican Library Asscciation
Chicago, 1L

—
. v‘
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The Federai Representat1ves Pe. .1

Representat1ves of Federal agencies involved in the library community :
Wefe invited-and accepted to sérve on the Federal Representat.ves Panel.
These individuais provided basic contributions both to.the Handbook and
to thg imp]eméntation~stfdtegies forwarded to the National anter for
Education Statistics. This panel also was instrumental in the idertifi-
Catiﬁn 6? Federal-level information needs ds discussed in this Handbook .
Twe méetings of this grouﬁ, 2sen of two-days duration, were held in
Washington, DC dur1ng the develooment of this Handbook These individuals.
are listed below by _agency aff1]1at1on and accord1n3 to title and location

. at the time of the project.

ARMY LIBRARY

" Representative: . Mary L. Shaffer
Director
Army Library
Washington, BC

DEPARTMENT OF COMMERCE

Representative: - William F. Lofquist
: Commodity and Industry SpeC1a115t
! Industry and Trade Administration
. Department of Commerce
Washington, DC

Alternate Representativef Stanley Bougas
. S Director of the Library
Department of Commerce h x‘
' wash1ngton DC »

FEDERAL 1.IBRARY COMMITTEE OF THE LIBRARY OF CONGRESS

/a Representative: James Riley
Executive Secretary
Federal Library Comm1ttee of the
Library of Congress
Washingion, DC

e
0

Topnes
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~ LIBRARY OF CONGRESS

“Representative: “Carol Nemeyer
’ ‘ Assistant Librarian of Congress
for Public Education
Library of Congress
Washington, DC

Alternate Representative: James Riley
' Executive Secretary /
Federal Library Committee of the - .
_ Library of Congress
{Washingtors DC

P!

NATIONAL AGRICULTURAL LIBRARY -

Representative:’ - * Gerald Sophar
' Executive Officer
National Agricultural Library
Beltsville, MD

NATIONAL CENTER FOR EDUCATION STATISTICS

Representatives: - : ,N1cho]as Osso -
: . Project Officer
Library Surveys
National Center for Educat1on Statist1cs
Washington, DC

Frank Schick .

Chief

Learning Resources Branch

National Center for Education Stat1st1cs
wash1ngton oc ®

_NATIONAL COMMISSION ON LIBRMRIES AND I!FORMA:ION SCIENCfS -

Represeﬁtative:‘¢:‘ - AIphonse Trezza
- " Executive Director '
I +ional Commission on Liﬂvar1es a..
 wnformation Sciences
“Washington, DC

NATIONAL LIBRARY Gf HEDICINE

Represeinitative: James Bar: ;
Deputy Assoc1ate Director for K
Library Operations '.-° -
National-Library of Medicine
Bethesda, MD

Alternate Representative: nax1ne “Hanke )
v Cev <tions Control Officer
' Lial Library of Medicine
B :ihwesda, MD °

-
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OEFICE OF LIBRARIES AND LEARNING RESOURCES

" Representative: v Ray M. Fry . o
- Deputy Associate Commissioner '
O0ffice of Libraries'and Learning Reso.rces
U.S. Office of Educat1on
Washington, DC

.3

Alternate :Representative: Denny Stephens
' - Administrative Librarian
State and Public Library Services Branch
Office of Libraries and Learning Resources
. U.S. Office of Education
Nash1ngton, DC

In add1t1on to the above official 1embersh1p of this panel, the
f0110w1ng individuals participated in meetings of the Federal nepresenta-

~ tives Panel and prov1ded major contr1but1onc to the success of the project:

Paul B. Lagueux ~ v Ruth ‘Smith
v Information Systems Specialist Cha1rman ~Elect
\ Council on Libr ry Resources Library°Management Division
Washington, DC ~ Special Libraries Asscciation
S Institute for Defense Analysis
Vernon:E. Palmour Arlington, VA

Senior Vice President
King Research, Inc.
Rockvilla, MD

~ : . \

-
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Representativeé from statistical interests in the special 11bra§y

Special Librarians Task_Fokce o

" community were invited and'égreed to serve on the Special Librarians

Task Force. These individuals- idengified data elements and termino]ogy'
appropriate to the spec1a1 11brary commun1ty and contr1buted s1gn1f1cant1y
to the special Tibrary component of the Handbook. The Snec1an Librarians,
xTask Force met for one ﬁwouday meating in Fou‘ﬂev,Jﬁ070ﬂado, during the
course of the Handbook development. These persons are 11sted accord1ng

to.affiliation, location, and title at the t1me of the proaect. .

AMERICAN ASSOCIATION OF LAW LIBRARIES

Representative: “ Alfred Lewis
AALL Statistics Coordinator
~LaWw Library
University of California. at Dav1s
Davis, CA o : ool

MEDICAL LIBRARY ASSOCIATION SURVEYS AND STATISTICS COMMITTEE
” Peter Stangl
Chairman , -7 _
Surveys and Stat “ics Committee
Lane Medical Library
Stanford University Medical Center
. Stanford, CA

Representative:

v,

NATIONAL LIBRARY OF MEDICINE

Repre:entacive: Maxine Hanke =~ = .
Corrections Control. Officer.
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- B Initial Project Advisory-Group

In -addition to the advisors spec1f1ca1]y invited to serve on the
’nove groups, the following 1nd1v1duals were members of the Project
Advisoryéﬁroup for the L}hwgry Stnt1§t1ca1 Data Beee Progect "(funded by
the Office of Libraries and iLzarning Respdrces,notfiée of Edueatidn; and
The Western Council of étete Ltﬁrarjes) upon which the Handbook 1;;fgﬁgg-_
" mentally based'i This group met fbr three-two-eay meetgngs during the»ﬂ- - N
course of the data base deve]opment in Wash1ngton, DC, Denver,»Co1oraeo,y )
and Bou]der, Colorado. These persons are ]1sted tccordvng to t1t1e Pnd

.location at the time of the project.

- Robert Burns B - Bona®  Timpson 7
Librarian for -Research and . Di-— e ’ ]
! Development = - -~ Bit iphical Center for
*  Colorado State University R: 'ZrCh‘
Fort Collins, CO ~ . o Denviv, 0
- Anne Marie Falsone o ® Barbara Slanker
Deputy State Librarian. ""tctor F :
-Colorado State L1brary Tace for Research _ C
Denver, COe S “aerican L1brary Assoc1at1on .
.o : Ghlcago, IL ) -
Haroid Olsen; . e ' '
~Associate Librarian, . Duane/Webster
r Oberlin College /. Director ;
: Oberlin, OH O _ Association of Research lerar1es
' ) Wash1ngton, GC :

Other members offfh1s giroup, who are current]y serv1ng as adv1sors
| and ;1sted on above groups 1nc1ude Rona]d Dubber]y, Kather1ne Emersen, -

- Vernorn Palmour, and Frank Schick. °

In addition;tO\the above formal membership of this group, the follow- .

N

ing indiViduéIs_part@cipated in meet1ngs of the "nitial Project Advisory

Group

Scott BruntJen Francis Corrigan

Associate Professor and
Head of Public Services
Shippensburg State College

Shipnenshurg, PA

266

Executive Director of thx
-Education Data Acqu1s1t1on Council

National Center for Educat1on-
Statistics, -

Washington, DC



¢

v Henry Drennen
- Senior Program 0ff1cer
Library Research and
Demonstration Branch
. 70ffice of Libraries and
\ ‘ Leapning Resources -
v Washjngton, DC

Willis M. Hubbard

Director

Hugh Stephens Library

Stephens College .
" Columbia, MO -

“Nicholas Osso
Project Officer . 7
* Library Surveys

National Center for Educat1ong

~ Statistics
1 Washington, DC

!

- _oui-

Karl Pearson
Assistant Director

~‘california Library Authon1ty for

Systems and Services .
San Jose, -CA * . .

Ivan Seibert .

Chief -
Federal/State Coordination Branch
Division of Statistical Services
Natienal Center for Educat1on

- Statistics . <! ol /

¢ . 7/

Washington, DC =~ &

Ro1f Wulfsherg

Acting Director

Division of Postsecondary and
Vocational Educatica Statistics

National Center for EducQt1on \\\\
Statistics

Washington, DC v

s,)(} e
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' Consu]tants and Consu]tants Panel

e

Dur1ng the course of the Handbook project, the following individual

'served.as a consu]tant-anq a visitithSCholar to the.Library Handbook//

Project, and contributed siénificantlythsthe"overall outcomes of the
project: |
Scott BruntJen
Asseciate Professor and v A

Head of Public Services- - ) A

) Shippensburg State Co]]ege . ‘
Sh1ppensburg, PA ~ N o ' .

The fo]]ow1ng 1nd1;1dua]s participated.-in‘a twe- day meet1ng examining

.performance measures and eva]uat1on, held in Denver, Colorado, dur1ng the
deve]opment of the L1brary Stat1st1ca] Data Base. Th1s group provtded

basic 1nput to many of the’ components erp]oyed in th1s Handbook. Indi- '

v1dua]§vare 11sted accord1ng.t0vlocat1on and title at the time of the
7 _ . . ce

meeting. -
- ~ “
Ellen 0. Altman- | ° . Paul Kantor
Professor , T President
Graduate Library School - N TANTALUS, Inc. A
Indiana University . Cleveland, OH
Bloomington, IN . _ , . o ; .
o Donald W." King
Michael K. Buckland p ! President
Dean _ : King Research, Inc
University of California . M Rockville, MD
N\ School of Librarianship
Berkeley, CA . . © Harriet Rebu]de]a
i - : Head
Richard DeGennaro . Acquisitions Department
Director of Libraries . University of Co]orado L1brary
University of Pennsylvaniz Bou]der, CO , .
Philadelphia, PA ’ & . .

Other part1c1pants in this meet1ng 1nc]uded Harold O]sen and Robert

Burns. , ’

. . ! . . .
Q - : _ xS 291 ?
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'State-Level Review

]

" The Co]orado ‘State L1brary Agency and the Co]orado Public Library
Gu1de11nes Comm1ttee, a1ong with other pub]1c 11brar1ans in the state of
Colorado, part1c1pated in a- ev1‘w of the state-1eve1 1nformat1on needs - '
. as emp]oyed 1n this Handbook These 1nd1v1duals contributed s1gn1f1cant1y

'to the concepts of state report1ng requ1rements and the pdb11c/11trary :

component as out11ned 1n this Handbook These 1nd1v1dua1s are 11sted

according. to t1t1e and 1ocat1on at the time of the proJec;

Linda Amagala . = - Roger DeVries .
.- Assistant. L1brar1an Trustee
o Montrose Regional L1brary ' Douglas’ "County ‘Public L1brary
Montrose, CO . Parker, C0
_ Rona]d L. Bausch ' - Doris Ellis
" Director . Trustee .~
Garfield County Public L1bralJ Delta County Pub11c L1brary
. New Castle, CO : . Hotchkiss, CO
Esther Beamer . . ®Anne Marie Falsone
- Trustee IR Deputy State Librarian
o Pitkin County Library : : 7lorado State Library
B Aspen, CO : ¢ uenver, CO / -
Elizabeth A. Bowers ) . Donald Gaylord
. ‘Director - //f  Trustee
: Weld County Library - - “Pueblo Regional L1brary D1str1ct
Greeley, .CO . " : Pueblo, CO
Evel&n Brewster - Marcelee Gralapp
- Consultant, - _ Director -
Pub}1c Libraries _ . Boulder Public Library.
Colorado State Library - = . . Boulder, co
Penver, CO:
o Barbara Hanzas .
Andrith Davis ; . Director .
Director , Woodruff Memorial Library
Rocky Ford Public L1brary La-Junta,.CO
.. Racky Ford. CO
et , ~ ‘ . Florence Kirwin
* Kenneth E. Dowlin ) Director
Director ’ ! - Pitkin County L1brary .
P1kes Peak Reg1ona1 L1brary _ Aspen, CO : .
j District - - .
Qp]orado Springs, €0 ‘ I N
P : AN
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William A. Knott- P ) Henry G. Shearouse, Jr.
- Director 4 : City Librarian -and Dlrector,
- . Jeffersor County Public L1brary - Public Services v

_ Go]den,‘ép.,“ ' t , ‘Denver Public Library ' ‘

’ e T Denver, CO ‘ .
Harriet Lute _
Director ‘ - Marcene Straub
Englewood Public L1brary "~ Trustee ' .
.Englew0ud CO . S Limon Memorial L1brary

' - . Limon, CO .. 2

Nick Law’ \ L ‘
Networking’ Consultant Marjorie .Tharp

- Colorado State Library - - Librarian

- Denver, CO . , » + Alamosa Southern Peaks Public L1brany

C el Alamosa, CO
John R1cke:t ’ '
Management Ana]yst : : T George Van Camp
Division of Management Services - Director e
Department of Administration ) Mesa County Pub11c Library’
State of Co]orado ) e Grand Junct1on, co - .
Denver, CO Co R . .
. : T ) Eve]yn W. Vrat11

Robert' W. Roehp - : ,'_\f;f‘ Librarian

"Director - i . Limon Memorial L1brary
Pueblo Regional L1brary District Limon, CO
Puebto, CO , , _ )

Ty




oo

288~ N : E

i R
. . . .

U .Reference Component Evaluation

The fol]ow1ng individuals responded to an evaluation of the reference

term1no]ogy and concepts employed in the Handboek Individuals were

N -
members of the Amer1can Library Association Statistics for Reference
! Comm1ttee at the time of the evaluation. These 1nd1v1duals are 1isted

’ ;>a¢cord1ng to title and jocation at the time of the eva]uat1on

©

L. Nancy W. Bush SRR . Candace D. Morgan é' _______
v Head ' ‘ . Assistant Administrator for
| Department of Educat10na] Media Public Services. :
Auburn University. Oregon State L1brary K
Auburn, AL ' Salem, OR {
touise P. Kreger N . Eugene T. Neely .
Head of Adult Servlces - . .. Coordinator of; Public: Serv1ces
Westport Public Library - ' ~ University Library .
@ Nestport, uI . University-of Missouri
' ' ! v Kansas City, MO o
Jofin M1e1ke ’ . 2
Coordinator of Reference Services ‘Anthony’ G. Yankus
~ State University of New York ' - Head -
at Albany (Library) . ' Reference Depurtment and
- Albany, NY : < Special Collections =
] . ) Stark County D1strf”i Library
‘Briuce M1]1er ) ‘ s Canton, OH
Administrative Ass1stant _ -
Northwestern University Libraries .
Evanston, IL > - _ -
o -+
5
Al .
7,'\
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’ Atadem1c L1brary P1lot Test .

The fo]]ow1ng 1nd1v1duals conducted a p110t tcst of Lhe aeo?'m1c
- component of the L1brany Stat1st1ca1 Data Base, which has been incor- "'a{;.;_-
porated intc the Handbook. - In addition.to the individuals named, Scott

Bruntaen acted as project director for, the p1lot test: Individuals are

Tisted accqrd1ng to 1ocat1on and-title at the time of the test

. Robert S. Bravard ; "

.Library Dirgctor . .

Lock -Haven State Co]]ege
Lock Haven PA

M.fMartha Donahue ° : ’ e
Head of Pubgic. Services ’ :
Mansfield State College :

‘Mansfield, PA . A

[ -

" Russell J. Emelg’
Library Director C :
East Stroudsburg State Co11ege ’ ,
East Stroudsburg, PA : . : , ' N

William E.fLafranchi ‘ o - )
~ Library Director . ¥ : ‘

tg;Ind1ana Ugiversity of Pennsy]van1a

Indiana,

, J
ZUU



L - Cr1t1quers and Evaluators ) " e

';‘ In'add1t1on to members of spec1f1c groups . associated with thé
?-Handbook deve]opment and 11sted above “the fo]]oW1ng 1nd1V1dua1s pro-
v1ded s1gn1f1cant contr1but1ons to the outcgﬁé\\of this proJect These

‘persons eva]uated drafts of the Handbook or the Commentary to the L1brary

Stat1st?ca1 Data Bdse. Ind1v1dua]s are 11sted accord1ng to t1t1e and

/

‘location at the time of the proaect. ’

- . /
\ Ann Alldn" " .. ' © /Miriam Drake
-/ Chairman Assistant Director
) Committee on the Standardization . Administrative Services.
of Stat1st1ca1 Gathering and : 'Purdue,University ;
Reporting - West Lafayetté, IN s
University of Akron , _ 1
Akron, OH LT L John EdEns -
. : . . Assistant Director of L1brar1es,
Doris Anne Bradley * . University of Georg1a L1brar1es
Serials Catalog Librarian ' Athens, GA \
 University of North Carolina , S o
- Charlotte, NC R Gertrude.Foreman L Y
T - - Reference: Librarian -
. Doris Brown - . . ‘Bic ‘Medtcal Library
) Associate Director = University of-Minnesota
i Technical Services B Minneapolis, MN
DePaul University SR .
Chicago’, IL . - FL W Lancaster
' ' . . Professor of Library Science
Yvonne Carter University of I]]1novs
Education Program Spec1a11st I ‘ Urbana IL
School Media Resources Branch ‘ : s ‘ o
- Office of Libraries and Learning- ° James W.. Lieseneg ' .
) Resources : © Professor
. Washington, DC ' College of Library dnd Informat1on
L 4 , Science * - -
Patr1c1a Coulter University of Maryland -
Education Research Spec1a11st Co]]ege Park, MD
g D1v1s1on of Information Resources o
National Institute of Education : Nancy Lorenzi® -
Washington, ,DC . . Director - Lo
. , ", Medical Center Libraries
John P. Dessauer = ) / Unmiversity of Cincjinnati Med1ca1
Managing Agent ’ _ Center .
Book Industry Study Group,: I . Cincinnati, OH

Darien, CT - , o
’ : Bernice McKibben -
" Assistant Professor
: University of Oklahoma*
. ' ~ Library School oA
e . : Normap, 0K - . ;

-
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‘Joan Maier ',

Diirector‘of the Library -

Oceanic and Atmospheric
Administration

'Bou1der, o

E1eanor;Mon¢ague- \:
University Librarian *
University of California
R1vers1de, CA

Ed Myers =

Ass1stant Vice Pres1dent for -
-Student Life and Deve]opment

St. Cloud State University

St Cloud, MN

Lawrence Pap1er

Library Research'.and Demon-
‘'stration’Branch

. HEW/OE,

wash1ngton, DC

‘lan Reese
Professor -
- $chool of Library Science
Case Western Reserve- Un7vers1ty
C]eve]and OH . "~ «

Galen Rike
ﬂepartment of L1brary Sc1ence
" Ball State Un1vers1ty B
Muncie, IN .

A3
¢

v
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-~

f Beatr1ce S1mmons

Doué Schmidt.
L1brar1an,
Minnesota Department of Hea]th

. M1nneapo]1s, MN

)
?’

-

JoAn Sega]

Resource Sharing Program Manager ;

Bibliographic Center for Research
Denver, co

."’/; e~

.Sendor_Library Program 0ff1cer

Office of Libraries.and Learn1ng

Resources
wash1ngtqn, DC-

CecT]y Surace
L1brary Director
Rand. Corporatioen
Santa Monicays CA

s

Lou1se Sutherland -

0ffice of Libraries-and- Learn1ng B

Resources
wash1ngton, nc -

Er1ch Welch .
Rockford gchool of Med1c1ne '
Library of Health Sciences

" Rockford, IL - —

~ Yvonne Wulff

Head

Medical Center Lﬁbrary
University of Michigan
Ann Arbor, MI .

K
\L
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ro, A, - ©° Activity ¢ - : :
) / . ) . . ' measures, 111, ' ‘
. . j . _ ©oe fate, 111m23¢ Zﬁ
Abbreviated cataloging--see Brief cata oging S ’ el i
. e T e Added copy, 117, 161, - -1° o
Abstracts, "250 o < . o e
’ S Added vo1uneﬁy17,,zez
o - Acdemic __ ‘ R
’ : calendar, see Predom'lnent ca1endar system rAdm‘lnistrat'lve
e course. level, 60, 157 S . A managerial; prdfess.ona] .- Executive/. : -
_ disadvantage, 60, 185- -, 83, i04, g . o
_ discipline/subject | matter--see .D'lsc'lpHne/ services and dmin'lstrat'lve support .- )
subject 'matter, - / ‘ - - services, 96, 241 ° e

N ——
. e

faculity--see Research/in rgtruct*lon pErsonne1

learning resource cente see Learn1ng o ' Admiss'lons requ'lrement M'lnimur‘n. 62; 224 C, 4
resource center . b ] -
min{mum admissions r(\quirement--.,ee Mimmum Adult\service§~(Pubhc ‘I*brary d1v1s1on). \ {
: ission requirement -247 ] T AI
) report'lng-un'lt structure, 52,-159— . . ’ R &0 \ . e
student age ranges--see Age ranges Affiliated ~ : . ‘ ' ) T
, studént”counts, G, 121, 160 o library, 58, 261.. . ‘
' - student credit-hours, 60, 16‘0 o . with a reHg'lous group, Privatr (legal CL )
- student level, 61, 121, ‘160 - . controly, 51. 213 N ) E
.- _ —student majQr progran, 61, 121, 160° ot . ‘ co
- year161-=see also Predominant caIendar . Azye
S system:. " | _ i o ranges, 59 121, 161 *
- . ‘. e - . span, School compuls ry attendance, 63 °
, Academic 1ibrary A B 255"
: ¢« _definition, 157 . . * . y I span, Scheol permisswe atten,dance, 63, '
” target group, 60, 158 ‘ . _— 257 @ K o0
user group. 121. 159 - w . % . .
) ~  Aides--sag-0ffi‘e/ cler'lca emp]oyee s
LR Academ‘lc spec'lal Hhrary--see Spec'la»l library - . . ! o
serving-an 1nst1tut'lon of" postsecandary '\Alaskag at'lvc:. Amer'lcan Ind1an or, 59, af
educa'\‘.'lon A T g/ . T e , .
Actess(ibﬂ'lty/ - - . . Ahep, k onres1dnnt‘~‘-’¢see Non-U S. citizen ’ . /f
-~ Collectd n. 75. 177 PRI R -1 . T
pial, N YN . Al}otments--see Current-funo revenue . N ..
Facﬂ'lty--see Facilities avaﬂab'hty categor'ies - N ‘ . .
. Handicap, 46, 166" - -
T Service--see Service avanabﬂ'lty N American Natiomal Standards Institute (ANSI) L.
: Y AT ST library statistics standard, 129-131° N
) ’ Accounts ' ' . standard library 1dent1f1%g't'lon numbzr .8
. - payable and accrued 'I'lab'lHt'ies. 17, 198 . (SEIN), 51, 2.4 S
@ ‘receivable, 77, 198 s < : S e
o ’ I 'Amortuat'lon Deprec'latwn/. 184 - - ) -
Accrued Habi_]'lt'les. accounts payabTe and . '
v 77, 198, ooa . . -Ana‘lysis.( Research and > .
© . . _ services, 95, 236 o :
Accuracy » 127, 235 SR ~ W transaction. 1M1y 207 0 - T N
. -~ <? L ’ RN ) o N
Acqu'ls'lt'lon(s) . \ Aperture card 72,.219. " :
~ counts, Matarials. 115 215—_»,_ R ‘ : R N
© services, Materfals,s 15,820 . . Appomtmnt‘. serm Gf (personnel ), 83, 224 ¥ '
o1 ) a
Activities, Progranmat‘lc.“"Sﬁ » 235 ot 'Appropr'late - _ ’ ,
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Assis ant-,
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) Atlas, 73, 222«~see also Map

Appropriations . )
.governmental, '98.,181

by arent organizationf 98, 183

A
. L P

e !

Area -
: Assignable--see Assignable square feet .
Gross—-see Gros$ square feet Ve
of .service--see Pudlic 1ibrary primary//
service area ;

. . // |
Ly :
Asian or "Pacific Islander;—SQ 81““52;
A55ets . ¢
Expenditures for capitaT, 100, 195
definition, 77, 198 . .

Assignable square feet .
definition, 162-<gee also Gross square feet
of shelving, 87, %z ] :

ent, 54, 104. 267
Lf'rar0~-see Library technician

Associate deunee, 60, 82, 204

Attainment, Educational, 61 122,,187 N
ttendance’ * ' -
.age, span, Schoof. compu]sory, 63, .25%
age span, School permissive, 63, 257
Schoo] average dai1y, 63, 258;

. Audio - v ' R L

. card, 72, 220 N .
device, 88; 190
disc, 72, 2ag T - :

. page, 72, 2 ~ A Lo
player, 88, I h / )
“recorder, 88, 190 .l

»  recording, 72, 220 'f

. \\'—4'

tape, 72, 220 [
tape duplicator, 88, 190 / . \ :
visual equipment--see Equipment” types

visual, radio, TV ?Ecility, 87,.253 ,

2]

Au*hority file, 116, 163 ( . .

-Automated network catalog ord, 117, 170--
see. also Bib1iographic u lity data base
'ailabiiity S
‘Collection, 75y 177
Equipment, 88, 18% | s
Facility, 87, 197 . -
Service,.54, 260 °_° *

v

y

Automated catalog--see nline computer catalag

" gibliographic

- Binding and rebinding,,}ls, 177 .

S B
Baccalaureate college!, Academic 1ibrary
-in a general, 49, 138

.Bachelon s,degree, 60, 82, 204

g galance, Fund, 77, 119, 199

data base, 184 1

data base 1iterature search, 111, 206
service center," Participation in a,

- b5, 179

utility. Participation in a, 55 180

Bib]iography
definition, 112, 250
« - Topic of,-112, 26

'Black, ncnhispanic, 59, 81, 245

iBianket purchase order, 115, 1

B ind Deaf-, 59, 62, 203--see aiso Visualiy
handicapped

B%ard, Library, 52, 245

i’@“"d“ and mortgages payab]e, notes. 77,°1

-

Bo k T
‘catafoy, 17 ﬁ‘
MmﬂmmJZ 14, 115, 218

" trade 1ist. Publishers«and, 250
lue, Coilection, 71, 173 /

Bookxbi'le . ‘54,

'961--see also Mediamolilea L
bile stopy 54, 261 )

Book

Bookstockg 165

Borough qontrol. Count: or, 51, 213. ,

Borrow ng = L R

“~ Bulk, 113, .167

due from or to other funds, Inter und N
"ITy 198 i

request (interlib"ary loan), 113,/ 208,

i

=)

Bound periodigzl, 12, 213

" Braille material 74 223

\

Branch . .
campus 54: 159 - NG
'hbrary, ﬁ
office (speci Iibrary reporting-unit
. structure) 52, 1589 R

] N T

“ .

v o
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' /Breadth ’ ' T Catalog--cont1nued St P e
" Collection, 74, 75. 176 .o Public, 75, 244 S
Appropriate (of ﬁollection). 74, 176 record, 11%,.118, 169 !
- ' retord, automated network catalog, 117, 170
T Brief cataloging. 117, . ‘ . Speclal, 112, 262 ~:= :
- . ' type, 117. 168
o Budgetary control 127, 234 ’ d . !
) Cataloging\ ' -
] Ruilding 1dentif1e*s/character1stics. 86, 165-- , acuiv1ty. 116, 169 : .
/ - see also ?1ant R Brief, 117, 170 . ]
- ' Derived, 117, 169. -
o7 Bulk ' St - ' -in~-Publication, 117. 170 .
- borrawing, 113, 167 . . . + Original, 116, 169,
' . Tending, 114, 267 .; | | . .Semces, '96, 240 1 - AR
C Businass r A " Censts date, 59, 121 1 l .
B . oor service, organization, Special 11brary in, . . o
. 50, 263 : Center ’ .
workers, Profellional o, 62, 246 " Listening, 88, 190
' EE o , Learning reswurce.-54, 212 s
C ./ . - Participation in a bibllograph1c service.
‘ o : .+ 55, 179 |
'Calendar'system. PredOmiqanti 56, 232 o Pa§§{°}§3t1°".‘" a centnalized processing, .,
“Capacity - BT :')f o " Central
. Facilitias, 87 U ] adm1n1strat1on expenditures made by a,
Seating, 87, ¢ : ~ - -9C, 195 AN ) ,
Shelvings 87 262 \ S o ~ ‘library, 54, .
i ' Vo . office (Academlc report1n -unit struc*ure),
' .Campus ' o : . N : 52, 159--see also Main zhome) office
. Branch, 52, 1584 . "
. institutidn, Single-, 52, 159 \\ Fenﬁr:l1§§e g;gcesslng center, Participation
_in.a multi-campus system, 52, 159 : . H ' /
Parent 1"St1tUt‘°"/ma’“"52' 159 , Certiricate or diploma, '60,/82, 204,
S caital assets, Expenditures for, 100, 19 f Charge--see: Circulaticn transaction and
T "Caoltai equ1pment,,zqﬂ' i : . Generated income /
& , R
) nuap1tql expendlturesj-égg £xpanditures for Chart, 73' 222 S o
. " capital FSSgtS,b’ Coe ) Chi]dren s serv1cns,1247 )
T Card | ' %% . ‘ Circulation X cL
l ﬁperture, 7253510 ) ;1 - : ’ . definition, 171 j ‘ ’
.c::;?;é 7?{7“ 168 : « " services, ‘75, 95,113, 258 .
or card copy, Library of Congress. 117. 79 th;g:ght;gz:;ll?gfry 103““588 ;nter11brary |
Order, 115, 287 - . . : : throigh* 1ntra11bra(y 1oan--see Intralibrary s,
Carrel, 8, 259- loan = \ - ‘
rrel. Ok <v i . . c/),f/“ transac%ion 78, 175 h]]4{]ll$ RO
S L . » , transaction, Equipment 3, 139
. R Cashf 7, 198 . _' 5-\ / v oI “ transacticn’ Reserve. 113, ;7? _
. .Catalog ' ! g oL City contro]--gge_Municipality nclud1n
Lo defin’t1on.~117 118, 1687 - o . township and city) control
/ T information transaction, 111, 20§ ' Claim; 172,
'/ s maintenance and productlan serv1ces, 96, . DR 2y
: it 240 s s o
- . Classification.
«/ Natxona* Union, 117 170 L. feior o
/ or unjon list coopera;ive project, Par- ;;:;:;°“]]%9915%CI%551f1ca€h°“t
y : ticipation in a union,’ 85, 180 g v 200, 20l \

7 v N - / “ . N
o . . - o " . R . ' .
T ' : - - -

N, ) . \
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Classified celléetion, 71,7173
Classroom .

facility, 86, 108, 252
teacher, €3, 256

_F‘Iearancé’statﬁS. Security, 54, 64, 245

"
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_Clérica1 erployes, Office/; 83, 104, 231
Clientale--see User group

folléction : »

- accassibility, 75, 177
availability, 75, 177 o
book vaium, 71, 173 »
breadth, 74,75, 176
breadth, Appropriate,

" categories, 71, 173

Classified, 71, 173

counts, 71, 176

depth, 74, 17€ :

depth, Appropriate, 74, 176

davelooment services, £5, 95,

expenditures--see Colléction resource

= expenditures

General library, 71, 75, 114, 173

Leased, 212 : ;

Literature search of, 111, 206

maintenance services, 96, 118, 241
, Nonprint, 71, 174
0ff-site storage, 71, 75, 114, 174
- praseryation--see Preservation
Reference, 71, 112, 17%
relevancy, 74, 176
Rentafl,. 251
Reserve, 71, 174
resources, 715 75, 176 .
resources expenditures, 39, 195

74, 176 -

4

°
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o Competence, Staff, 12?} 234

114, 239

resources maintenance activity, 118, 177
resources maintenance services, 96, 118, 241

Special, 71, 174
utilization, 75, 177 i

College

Academic 1ibrary in a comprehensive, 49,

157
- Academic library in
eate, 49, 158
Academic library in.a

'a general baccélaur-»

two-year, 49, 158

years completed {education attainment)z

61, 188 ¢ .

Combined o _ _
_ authority list or file, 116, 163
elememary-secondary scheol, 50, 255

OmunercialJor 1ndustr%a1.organization. Special

1ibrary in, 50, 263.

Community college--see two-year college

G

R

h 1
Community referral
.services--see Referral services
transaction, 111, 207

Compensation, 83, 84, 194

Comprehensive college, Academic 1ibrary -in,
29, .157 .

Ccmpu1so¥y attendance age span, Schobl.
63, 255
\

‘Compute

uter '
. gatalog, Onlire, 117, 168
device, 88, 108. 130
. input/output device, 88, 191
ma;eriaT, 72, 220
printout, 72, 220
terminall, 88, 191

Condition code (buil&%ng/faci1fty). 86, 166
Conditions of employment,. 83, 228 v

Cansortium, network and/or Eoonerative
i endeavor, 55, 179 v :

Construction, Year of {building/facility),
~ 86, 166

Ccontact, Information, 111, 205

Continuation order--see Standing order

~

-Contract(s), i .

Government grants and, 98.‘;182
Private gifts, grants, and, 98, 182

Contractors, 64, 123, 256

. .Contfibuted

materials, 180
(volunteer) services, B84, 99,104,
195 v
LN .
Contributions-~see
contracts <~

-
Control -
Budgetary, 127, 254
Legal, .51, 313 . . T
_Materials organization and, 55, 240. .~
service, Serials, 96, 240 o

Prjvate gifts, grants, and

Conversion, Materials, llé. 178--see also -
Reclassification . * N
Coope;at{hg,}ibrary; 55, 180 \
\\\\.
\\\\
T
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-

Cooperation--see Consortium, network and/or

. cooperative endedyor -

Cooperative

activities,- Participa;ion in local, 55, 179

activities, Participation in regional or
* {intrastate, 55, 179.

endeavor:, Consortium, ‘network, and/for, 55,
. 179 .-

project, Participa fon in a union catalog

or union list, 55, 179" )

Coordinative and leadership activities, 96,
. 242 ' .

Cenv  Added, 117, 161
Copy cataloging--see Derived cataloging-
Copier/duplicator, Printer/, 89, 193

Corborate name'of-parent organization or.
sponsor, 51, 214

: Cost(s)

Estimated bui]ding/facilit/ rep]acement.
« 86, 166

Labor, 111, 234

Program expenditures, direct 99, 184

Course level, Academic, 60, 157

Counts

-« Academic student, 61, 121, 160

Collection, 71, 174 R
Employee,- 61, 63, 121, 188
- Full-time equiva]ent, g1, 104, 108, 138.
Head, 59, 81, 84, 104, 105 18, 121, 122,
‘123, 188
Materials acquisition, 115, 218
School -student’, 63, 258

County or borough control, 51, 2137
Credit hours, Academic student, 60, 160
AN

-

Cross-reference, 181

Cultural -
disadvantage. 60, 195
educational ~and“taformation services.
95, 23§ .
events program, 95, 237
recreational, and. educational services,
95, 112, 236

iCurrent-fund

* balance, 77, 199
expenditures for capital assets, 100, 195
revenue categories, 98, 119, 181
source/use format, 101, 133

D

Daily attendance, School average, 63, 258
Daily membership, School average, 63, 258
Data base

definition, 112, 18«
li+erature search, Bibliographic, 111, 206

. Day. School, 56, 255

Days open to user group--see Service avail-
ability

Deaf-blind, 59, 82 203--see_als a1so Visual’y
handicapped

Debt service, 184
Deferred
charges, Prepaid expenses and, 77, 194
. revenues, 77, 199

- Degree--see Educational attainment and Highest
degree e offered/obtained

Delivery services, Interlibrary, 95, 239
: | ' ,

Deposits, 77, /193 .

Dehreciation/amortization. 184

lQeriued.catalooing V
definition, 117, 169:
Sources of, 117, 170

Depth, Collection ‘
definition, 74, 176
Appropriate, 74. 176

Developmert services, Coliection. 95; 14, 239

Devices--see Equipment types

Dewey decimal classification 116, i72,

Dial actess, 113, 185 B

Disadvantaée status, 60, 121, 185,

District control, School, 51, 215

Diorama, 73, 222 |

Diploma, Certificate or, 60, 82, 304

Direct costs. Program expenditures, 95, 294

Directional transaction. M., 208
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Disc N /. \
- Audio-, 72, 220 ;T
Video-, 73, 221 T
Diécharge-fggg:Circu]ation “ransaction \

Discipline/subject matter, 60, 6], 63, 74,
121, 122, 123, 185

Display device, Electronic, 88, 108, 191 '
Display material, Electronic, 73, 221 .

Dissemination of information, Selective C
activity, 112, 259
services, 95, 236

Distribution services . tn : <
Equipment, 95, 238
Media, 95, 238
Resource, 95, 237

Division i

" Graduate/professional, 60, 157
Lower; 60, 157 .
Public 1library user, 247 o
Upper, 60, 157

Doctoral degree, 60, 82, 204 .

Doctora]-granting.institdtion, Academic
library in a major, 49, 157 ’

Dollar amounty 77, 186 ‘
Dollar equivalency, 77, 84, 186. }
Dollar equivalency of contributed (volunteer)

services--see Contributed (volunteer)
services :

Domestic- nongovernmert. publication, 75, 99,
118, 217

" Donated - .
material--see Contributed material
services--see.Contributed (vounteer)
services
" Ory-carrel, 87, 259
Duplicator
Audiotape, 88, 190
: printer/copier, 89,153

Dura;ion, Transaction, 111, 233

E

Economic disadvantage, 60, 165
Education progréms.'General. 95, 236

Educational attainment, 61, 82, 122, 187

o

Educational services, Cultural, recreational,
and, 95, 112, 236 B .

Effectiveness--see Performance measures

. Electronic dispiay

device, 88, 108, 191
material, 73, 221

Elementary
school, 49, 254
school years completed (educational
attainment), 61, 187 .
-secondary school, Combined, 50, gfﬁx
o/

Employee(s) .
competence--see Staff ‘competence
* counts, 61, 63, 121, 188
definition, 188, see also Personnel -
resource categories
Exempt, 99, 123 .
morale--see Work environment/staff
morale
Nonexempt, 99,.226
Research/instruction, 61 121, 122, 123,
252 . :
time--see ‘Person time

Employment‘categories

of adult population, 62, 122, 246

of library personrfel--see Personnel

resource categories |

Employment,vPérsonne1 condition§gof. 83, 228
Endowment - ' ' ‘

and similar fund balance, 77, 199

. income, 98, 182 , .
English, proficiency with, 59, 212
Enrollment, School grade or year, 63, 122, 258

Entrance requi}ementsrggg Minimum admissions
requirement - N .

.-
Entry, 112, 189

1Eﬁﬁiron&eﬁt;'48-56--seé also Work Environ- -

ment/staff morale

Equipment -

availability, 88, 189 .
eirculation transaction, 113, 189

distribution services, 95, 238
identifiers, 87, 108, 189
noncapital, 99, 194
ownership status, 87, 139
rental, 87
types, 88, 108, 190
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Equiva]ent (-cies) ]
counts, Full-time, 81, 104, 108, 188 .
pollar, 77, 84, 105, 186
Volume, 71 271 :

- Estimated building/fac111ty replacement cost,
T 86, 165

Ethnic identification, Race/; 121, 249

Events probrams, Cultural; 95, 237 .

Zxchange, -

and delivery services, Interinstitutional
95, 113, 239

Gifts and, 201

Executive/administrative/managerial profes-°
sfonal, 83; 104, 229

Exempt employee, 99, 123 --See also Profes-
: sional ’

Exhibit, 73, 112, 222 SR .

prenditure(s)
— e ~categories_and. transfers, 194-196
Collection resource, 99, 155
(direct costs), Program, 99, 19¢
-+~ for capital assets, 100, 195

- made by a central administration, 89, .s¢ |
made by another agency, 99, 195
made by the parent organizat1on 99, 195

Extension of library services, 19¢

f:. T .L’“: . f.fF\ \\//’/)

Facility(-ies)
availability, 87,
* capacity, 87--see al also Assmgnab1e square
feet 'and Gross square feet
characteristics, 86, 155--see also Room

\ use categories
' © measures, 107-109, hss
: replacement cost, Estimated building/, 86,
166 - R

resources, 85-89%
Fact-finding transaction, 111, 205

Faculty--see Classroom teacher and Research/
instruction personnel

Family income, 62, 122 246

Federal
agency (reporting-unit structure), 52, 24§
agency# Special 1ibrary maintained by and

serving a, 50, 264--see also Nat1ona] e

l1ibrary-.

control, 51, 213

library-<ses Special 11brary maintained by
and serving a Federal agency

Fees--see Generated income and Tuition and
Fees .

Feet ~ L
stignab]e square, 86, 108, 162
Gross square, 86, 201 -
. of shelving, Assignabne square, 87 252
of shelving, Linear, 87, 262
F1che
catalog, 17, 168
definition--see Microfiche

lFiction, 197

File
* Authority, 116, 163
material, Vertical,
Reference, 71, 173
vertical, 71, 173

72, 219

Filled (1nter.1brary.1oan)
borrowing request--see Request ‘111ed
within user specified time
lending request, 114, 209

Film--se€ Motion picture film and Microfilm

Filmstrip 3
. or filmstrip,set, 73, 221
projector dp viewer, 88, 192
“Financial

v ‘ ’
management and operations, 96, 243
measures, 97-102,
. resources. 76-78, 197
First professiona] degree 60, 20
F1sca1 period 56, 199--see also Financ1a1
Fer-profit, Private contro], 51, 213
Fore%gn nongovernment publication, 115, 217
‘Format ' .
Materials, 72-74, 99, 114, 118, 2
Original, 114, 209
Reproduced, 114, 203
4-1-4 plan, 56, 232
Four-year senior high school, 2
Fringe oenefjts. 83, 194
Full-text v - ‘

retrieval data base, 184
retrieval transaction, 113, 200°
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] . . .
| Full-time equivalent (FTE) counts, (Academic
! | student), 160 2
C . . Handicap(ped) -
counts, {Employee), access (facility), 86,166
: o category, 59, 82, 121, 208
5G, 255

[ Full-time équfvalent (fTE_)
Special education school for the,

-1, a1, 104, 108, 188
. Tunctjonally i1literate, 60, 185
o Headcount, 59, 81, 84, 104, 105, 118, 121,
|f Fund(s) 122, 123, 188 . \
¥ palances, 78, 119, 199 ; '
' for renewal and replacement, 78, 199 Headquarters, Library, 21¢ ,
for retirement of indebtedness, 78, 199 , Health :
i Restricted, 98, 252 handicapped, 59, 82, 203 :
i revenue categories, Current, a8, 119, 1481 ‘ safety, and security services, 96, 243
: Unrestricted, 98, 252 ‘ . ' v
‘ ’ . - Hearing handicapped. 59, 82, 203
; . G . ) High school : .
i Genera"'l o definition——% Secondary s=hcal
,i baccataureate college, Academic library in years completed (educationai attainment),
| . a, 49, 158 . 61, 187 , :
; circulation services, 95, 238 Highest degree offeted/obtained& 60, 204
circulation transaction, 113, 172 Hispanic, 59, 81, 249
tladucation‘ p;'ogram, 95, 236 . : SPANIC, 37y B0
ibrary collection, 71, 75, 114, 173 - .ee rebinn B
reference collection, 71, 173 . Holdings--see Collaction resources
e v .
, use facility, 87, 108t 253 Hologram, 73, 221
Generated income, 38, 182 : - Home offices--see Main (home) office -
Gifts and exchanges, 201 T . Hours : - i
' . : Academic student credit, §0, 160 ’
Gifts,lgrants, and con;racts-,‘ Private, 98, 182 Information service, 112, 207 -
| _Globe, 73, 221--see 3150 also Map , _ Household workers, Service and, 62, 246
' L Government(al) - . AR ' . ' o
b T _agency, Special Tibrary maintained by and B 1
R serving a, 50, 64, 122, 26 ’ o,
‘ -appropriations, 98, 181 ] - [SBN--see International Standard Book Number
to ) grants and contracts, 98, 182 . ' S - :
: officials, 64, 122, 265 __ _ I1SSt--see International Standzrd Serial Number
publication, 115, 217 T - K A ’
' . I11iterate, functionally, 60, 185"
Grade or year enrollment, School, 122, 258 o
. » ) Income ]
Graduate - . Family, 62, 12¢, 246
. /professional division, 60, 187 ' ‘ (of library)--see Current-fund revenue
: _ students, 61, 121, 160 categories :
Grants and contracts , Incomplete high §¢hpo1, 25¢
| " Gavernmental, 98, 182 - ’ L »
i Private gifts, 96, 182 - In;isebtedness. funds for retirement of,
| o ' , 199 “
. : Graphic or reproduction device, 89, 108, 193 " - )
| ‘ Independent, Nonprofit (legal control),
- : Gross square feet, 86, 201 ’ 51, 213 o .
-\/ Group tr'a_nsaction, 111, 112, 208, 207 ’ Independent special library, 50, 64, 123, 264
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Index, 250 . o

Industrial organization, Special iibrary in
a commercial or, 50, 263

Information
,area, User, 86, 253
contact. 111, 205
Selective dissemination of, 259
sepvice hours, 112, 207
services, 55, 95, 111, 235
segvices. fultural, educational, and, 95

35

Input/Output device (computer),..88, 191

* Institution of postsescndary education, Special

library serving an, 50, 533, 263--see also
Academic iibrary - - R

Instruction emp]oyee. Fesearch/. 61, 63, 54,
121, 122, 123. 25

.
Inte]lectual dimension (Gf\the collect1on).
74, 176 _

interbranch Ioan—-see Intralibrary 1oan
Interfund borrowing due from and to other
funds, . 77. 193

. .
N

Interinstitutional exchanbé\ard delivery
services, 95, 113, 239
5' CN .
Interlibrary cooperation-—see Consortwm.
network. and/or cooperatTVE'endeavor

Interlibrary loan
borrowing activity, 75, 113, 208
definition, 208
lending activity, 114, 208
services, 55, 95, 239

. Intemational Standard

8ook Number (ISBN), 209 .
Serial Number (ISSN), 208

_Intralibrary loan, 113, 209

Intrastate cooperative activities, Partici-
pation in regional-or, 35, 173

‘ Investment(s)

definition, 77, 198
in plant, Net, 78, 199

= - 3807

) Lag time, 75,

.».3 .‘,Al‘ ,

'””L1aison act1v1ties. 96 242

Joint -
: ac§u1sitions--see Materials acquisition
counts
‘library, (Academic reporting-unit struc-
ture), 52, 159 -
library, " (Special report1ug-unit structure).

4,
. 3 : <
Junicr college-~see Two-year college
Junior Kigh school, 49, 25¢

Junior-senior hign school, 49, 255

K -

Kit, 74, 225--see also Filmstrip or filmstrip
set ' ’

S

L

Labor cost, 11%, 234
Laboratory facility, 86, 108, 252 .

111, 233 ot
&

Language profic1ency. 59, 121, 212

Leadership activities, Coordlnative and.
96, 242

Leaflet--see Pamph1éf'

Learning resolrce center, 54, 213--see alsc
Schsol 1ibrary/media center )

Leased col]ection, 210-—see also Renta]
co]]ect1on T N LI

Lega1 control, 51. 213

Lendfng-—see also Circulation services

" activity, Interlibrary loan, 114, 208
Bulk, 114, 167
request (1nter}ibrary 10an). 75, 114.

; E . _/\

'Leve] o A

“Academic coﬁrse. 60. 157 v

Academic student, 61, 121, 160 :

of research involvement, 61, 63, 64, 121,
122, 123, 252 ’

Liabilittes, 77 198

lerar1an 83, 104 230

<
’ B
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_Library

Academic, 49, 55, 60-61, 121, 122, 157 |
Affiliated, 54,° 261 - .
agency, .State, 52, 245 :
assistant--see Library technician

boﬂl"d. 52. 245__. .
8ranch, 54, 261 S
Centra}, 54, 261

coliection, General, 71, 75, 114, 173--see

alse Collection categories
Cooperating, .55, 180
definition, 213 . :
‘headquarters, 214 - X
“fdentification number, American National
Standards Institute Standard, 51, 214
identifiers, 51, 214 - )
Joint, 52, 54, 159, 268
location, 51, 214 S
/media center, School, 49, 55, 62-53,)122,
254 : :
of Congress. card or card copy, 117, 170
of Congress classification, 116, 172 |

Public,-49, 52, 54, 55, 61-62, 122-123, 244

. professional, Specialist/, 83, 229
School--see School library/media center
Special, 50, 53-54, 55, 63-64; 122, 263
technician, 83, 104, 230 '
types, 49-50

" Linear feet of shelving, 87, 262

List .

_Authority file or, 116, 163

cooperative project, Participation in a
union cataleg or union, 55, 180

Serials, 117, 168

Lfstenfng center, 88, I1:/

Literature search transaction 111, 206" |
Loan : A
Intralibrary, 113, 209

services--see Circulation services

services, Interlibrary, 55, 95, 113-114, 239

Local
cooperative activities, Participation in,
.58, 179 :

government - agency, Special library maintained

by and serving a, 50, 264
public school system, 83, 257

Location (of Tibrary), 51, 214

Logistical se;'vices. 96, 243

Lower division, 60, 157

S0 o .308- .

- -
Machines=.

assisted reference services, 95, 235
readable data base--sée Data base

readable data base 1Tterature search--see - -
- 8iblicgraphic data base.11teraturehsearch o

’

Magnetic storage, 72, 220 L e

Magnified material, Projected or, 73, 221
Magnifying device, Projecting or, 88, 108, 192
Main campus, Parent trstitution/, 52, 159
Main (home) offi;e. 53, 265 °
Maig 1ibrary--see Central library-
Maintenance ' ' '
and production, Catalog, 96, 240
Collection, 241 ]
Plant--see Physical plant services
services, Collection, 96, 118, 241
services, Collection resources, 96, 118,
241 . _
services, Stack, %6, 241 :

Major doctoral-granting institu%ion, Academic
library in a, 49, 157 .

Major program, Academic student, 121, 160
Management services, 96, 242J¢f

Managerial professional, Administrative/
-execu’;ive/, 83, 104, 229

'~ Mandatory transfer-out, 100, 195 ) .

‘Manpower resource categories--see Personnel

resource categories

Maqual workers, 62, 246 -

4 -

 Manuscript, 74, 223

Map, 73..222¥-see also Atlas and Globé
Ma;?er's degree, 60, 82, 204 '

Material(s) .

acquisition counts, 115, 216 N

acquisition services, 55, 96, 115-116, 240 .

conversion, 118, 778--see also Collection
resources maintenance services

format, 72-74, 99,\114, 115, 218 .

organization and cqnt-ol services, 55,.96,
116-118, 241 .

Precataloged, 117, \70

~
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Media
center, School library/,o49. 55, 62-63,
122, 254 -
distribution services, 95, 238
-mobile, 54, 261 . a
mobile stop, 54, 261 - .
professional, 83, 103, 230
technician. a3, 103. 230

Mental]y handicapped. 59, 82, 208

M1cro
fiche, 72. 219
film, 72, 219

film cata]og, 117, 168
- form, 99, 115, 219 .
form reader or reader/printer. 88,
Midd]e schoo], 49, 25¢
Minimumcadmiss.ons requirement, 60, 62, 224
. Mobile unit--see Bookmobile and Mediamobile
Mock-up, 73, 222 ' ’
Model, 73,.223 -
Monograph, 225
Month
Service, 84, 104, 118, 188
Typicai, 269 .-

Mora]e. work environment/Starf 127, 234

Mortgages payab]e, Notes, bonds, and, 77 198'

Motion picture film, <73, 221 .

Motion picture projector, &, 192
Multi-camnus system. Campus in a, 52, 159
Multihandicapped, 59, 82, 203

Municipality (including township and city)
. centrol, 51,213

W~

Music ‘score--see Score

Name author Ity 1X§g~d} file, 116, 163" P

-National library,E:O. 263
Nationel Union Catalog, 117, 170

th assignable area -seq Assignable square
feet

'(f;umeric data base, 184

Net investment in plant, 78.‘199

Network
and7cooperat1ve endeavor, Consortium. 55
9

catalog. record, Automated, 117, 170 -
New 1ibrary, 226 .

Newspaper, 72._219_’

Noncanital equipment,-QS 194

Noncertificate student. Nondegree/nondip]oma.
61, 121, 160

Nonc1rcu1ated volumes resnelved 75 112 113, 226

Nondegree/nond1p]oma/1oncertif1cate student.
61, 121, 160

~ Nondiploma/roncertificate student, Nondegree/.

61, 121, 160

Nonexempt emp]oyee. 99, 226--see also Personne1
resource categories LR

-

s

Nonf1ction, 226

Nongovernment publication
domestic, 75, 115, 217
foreign, 115, 217 ‘
. T . » aE
NonhisPanic. black, 59, 81, 249

Nonhispanic, white, 59, 81, 249~

) Nonmandatory transfer-out, 100, 195

Nonprint
coliection, 71, 1
materia]s, 226

Nogprofit. 1ndependent {legal contiol,, 51,
13 P

Nonpublic cdntro1-~§ee_Private (legal.control}
Nonpub]ic sehool system,.53, 257
Nonresident'elien. 81, 214 ' ,
Notes, bonds, and mortgages nayablz, 77, 19@

Number of transactions,.111,.233

&

309 .



“/

3

~

" Order

_ -0
Object of experid‘l ture, 99
Obligation--see’Liabilities

Occupational/vacational schBol--see also
Vocational-technical school
Acadamic 1ibrary
158 . . : :
Acaggm'lc 1ibrary in a singla-program, 49,
1588 o

0ff-site storage R
col}ect'lon, 71, 75; 114, 174

. factlity, 87, 253 :
~ 0ffice/clerical employee, 83, 104, 231

Office-facility, 86, 108, 252

-

One-téacher school, 49, 25¢ .
Online computer catxlog, 11"7.,,,» 1_'68

Open stack/reading room./86,_ 253

- ’Paciffc Islander, Asian or, 59, 249

in‘a multi-program, 49. '

"-Qperatin 'expenditure--’s_eé Program expendi-"

tures (direct costs)

Operations effectiveness, 127, 23¢

8lanket purchase, 115, 165
card, 115, 227 ' - '
Purchase, 115, 237
‘Standing, 116, 266

Ordering services, 96,

Organization”
_-and control,
-code- (of parent organization), 51, 214
. ‘centrol~--see Legal cpntrol ' -

Original -
cataloging, 116, 169
format, 114,209

¢+ Orthopedically handicapped, 59, 82, 203

_ Outcome measures, 127, 235,

Qutldt, Service, 54, 260°

Output device (computer)/Input, 88, 191

" ‘Overhead transparency, 73, 221

Ownership status, Equipment, 87, 189

»

3

¢
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Materials, 55, 96, 116-118, 241

©

P

«

Page, Audio, 72, 230

Page/stu;‘.ént assjéta'rit/she]vev:,'83, 1M, 231.

i

Parmiiet. 72,~‘g/1'§ '
Paraprofessional--see Library technician, -

/

Parent organjzation .
Appropriations made by, 98, 183
Corporate name of, 81, 214
Expenditures made by, 29, 194-
/Institution, 52, 159
Organization codex-see Organization code

/ . )
Part-time counts--see Full-time equivzient
- (FTE) counts S

L . o

Part—'/é‘ime. emplo.yee. 83, 228 - =
Pa/rénersh‘lp..Speciﬂ HBrary in a, 50, 263

f’étmn--_s_gg User group
‘Payable . o
and aczrued 1iabilities, Accounts, 77,

kY

-~ 1%8 . .
Hates, bonds, and mortgages, 77, 198
Performan:e- measures, 127 ,"534

’

Period, Fiscal, 56, 199

periodical, 72, 114, 115 -~
check-in services--see Serials’control
services o _
definition, 218

Permissive

attendance age span, School, 63,
257 S S .

-

Person time, 75, 1i1, 23¢.

. [

Personnel : .
conditions of employment, 83, 228
identifiers/traits, 81, 82, 228

!  measures, 103-106, 233 . )

_ resource categories, 83, 104, 229--see also

Employee and Staff —
seryices, 96, 243 -

N

Phonodisc--see Audiodisc
Phonograph reccrd--see Audiodisc :

Photographic device, 89, 108, 193

R
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. Plant maintenance--égg_Physical pTént :

- .Playgr. Audio, 88, 190 . ‘ -

S

Physica#*plant,operations. 96, 244~--see also.
Plant
Physical processiﬁg-
" definition, 118, 231-
_services, 96,:241 . .
Physical unit, 71,.114, 115p 175
Pictorial representation, 73, 222
Picture, 73, 222 '
Picture film, Motion, 73, 221
Picture projector, Motion, 88, 192

Plan, Approval; 116, 162

. Planning and program déVe]opment.}QG. 242

Plant (asset); 77, 198

Plant.fundl‘unéxpgnded. 78, 199

operations .

" Plant, ret investment in, 78, 192

Plant opéﬁat*ions. Physical, 96, "244-- -,
Player, Videotape, éB. 192
Pledges receivable, 77, 198

Policy effectiveness, 127, 254

" Points, Service, 54, 261

'Postsécondary education, Special 1ibrary in

. an institution of, 50, 53, 55, 63, 122,
253--see also Academic VFibrary

Precatalogued. material, 1]7; 170

) Predonﬁnént calendar system. 56, 232 .

Prepaid expenses 2ad deferred charges, 77, 198

Prepéijtion\and‘ma1ntenancé;AMateFials--ggg _
Collection resources maintenance
services- _ .

RS

P

_-Preservétib;. 118,-178 .

~s

Primary language,.59, 212

_ Primary service aréa.’Public 11brary.'54.~61;

-24§ .

#

1]

"

Print (or printed) material, 72, 115, 218
Printer ‘ e
* /copier/duplicator, 89, 193
Microform ‘reader or-reader/, 88, 192
Printout, Computer, 72, 220-. s
Private . o
(Legal control), 51, 213 :
. gifts, grarts, and contracts, 98, 182

’

sector, Special library in a,” 50, 53-54, 55,

, 63, 122, 263
Processing

center, Participation in a centralized, 55,

180
Cencralized, X0
Physical, 118, 231 .
services; Physical, 96, 47

Productian sgfvices. Cepalog maintenéhcg and,

96, 240

Productivity, 127, 234

Professional
affiliations or appointments; 82, £29
and business worker, 62, 246
degree, First, 60, 204 - .
division, Graduate, 60, 157

-Exgggtige/administfative/managgr1a1. 83, 104,

" institution, Academic library.in a spe-

cialized or, 49, 158

o,

Print and print fagsimile material, 72, 232

organization, Special library in a trade

or, 50, 263 - oo
specialist/1ibrary, 83, 104, 229°

Proficiency, Language; 59, 212

Profit (legal control), Private for-, 51,
213 '

Program(matic)
- activities, 55, 95-96, ‘23§

+ Cultural events, 95,737
development, Planning and, 96, 242
expenditures (direct costs), 99, 194
General -education, 95, 236 .
measures, -233-235

.Prgjected or magnified material,.73, zzl :

Projecting or magnify{ng device, 88,
Public catalog, 75, 24¢ '

Public (legallcontFol). 51, 213

RS

-

8, 192

]

{t

-
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. ' Receipts--see Current-fund reyenue categories

Pub]ic 1ibrary
- deftnition, 49, 52, 35, 248
rimary sefrvice area, 54, 61, 245
Yreporting-unit structure...SZ 245
. target group, 61-62, 246 :
user division, 247 . LT
user quoup, 122-123. 247 .

Public relations and deve]opment. 96, 242

Public school system, Local. 53, 257

RIS

Public services--see Cultural, educatiOnal

and. information services and Resource
distribution services

N Publication
Domestic nongovernment. 115, 217
Foreign nongovernment,-. 115, 21z,
Government, 115, 217 .

. ‘Publisher source. 115

Publishers and book trade Tist, 250
Pupil, 256 - .
Purchase order ' s

- Blanket, 115, 165 ° .
definition. 115 247

S g

'Quarter, 56, 232 . e s

R

R
Racelethnic 1dentification. 59 8|

Radio, TV facility, Audiowisua] J87' 253

»

Rate, Activity. 111 234

Reader or reader/printer, Microform. 88,

: Readers and research advisory
- services, 95, 235
transaction, 111, 206

. Reading room, Open stack/. 86. 253
\ Reading/study room, 86, 253

'

Ready reference col]ection ‘71, 173

Rea]ia. 73, 223 -

Rebinding.‘Binding and, .18 177
Recataloging. 117, 170

249‘

182

3
«

Recnivahle

. Religious group. Private (1ega1 contro]). L

Accounts, 774 198 ‘
P]edges. 77,198 e

Receiver. Television, 88 -192 .
Rec]assification, 116, 171
Record Cata]og. 118, 169"

Recorder. i LR
Mudio-, 88. 1390 o
Hideotape. 88. 191

Recording. Audio~, 72 220 ’

Recreatidhal, and educational serv1ces. .
Cultural. 95. 112, 236 - .

Reference ) ‘_ Co
collection, 71 112, 173 . -
entry--see°Cross-reference
files, 71, 173 o
services--see Information services
.transactio-_-ﬁll. 205 -

Referral
services, 95, 236
transaction. 111, 207

Regional (Iegai control), 51,.213

Regiona] or intrastate cooperative services, !

Participation in. 85, 179
Reimbursed serv1ces. 251

Relevanty, Co]]ection 74. 176 ;o

affiliated with a, 51 213 -
Renewal
~ and replacement, Funds for; 78. 199
transaction, 13, 200
Rental g R
collection, 251
Equipment. 87

Replacement

cost, Estimated budeing/faciiity. 86, 266'

--Funds. for renewal and. 78, 199

" Reporting-unit structure
Academic, 52, 159 .
Public iibrary. ‘862, 245 .
~Sch00l,.53, 257 :

S Special 1ibrary. 53; 264~ -

Reproduced format, 114, 209 : .

Yy -

Lt
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Room use cateqories, 86, 252

e . - ; ' k4 g .
, . BN - 1 A T
Reproduction device, Graphic and,‘89:'193‘ ' o S' L
. . . 'Y T 14
" Request ({nterlibrary 1oan) 1 ' : - Safety and security serviCes, Health, f
Borrowing, 117 208 - , . 243 - ' ] -
Filled within user. specified time, 13, 208 - ’ “

Filled (lending), 114, 209 R Salaries and wages, 99, 194
"Lending’y 114, 208 . :-, -
: “-Sales and service workers 62, 246
Requirement, Minimum admissions, 6O 62 224 , . ‘
. Schoo] . i
average dai]y attendance 63 258

Research advisory
average. daily membership, 63, 258

services, Readers and, 95 235

transactldn. Readers and, m, 206 - B calendar--see Predominant calendar system .
- classronm--see Classroom.facflity - . -
Research and ana]ysis .o ) ) complated Cid'cationai attaimnent)—-see )
-services, 95, 236° : e Educational attainment

— transaction, 11, 207 . comp:ilsory attendance age :span, 63 255
" - ~ day, 56, 255 :
Research/instruetion empioyee, 61, 63, 121, definitioh, 25¢ -
123, 252 : -~ district-(leqalt control), 51, 213

' entrance requirement--see Minimum adm1551ons

. Research involvement, Level of, 61 63, 121, - ©, .~oquirement ./

123, 252 _ : grade or year enrollment, 63 258
L hours--see School day o
- Reserve’ v - .1earn1ng resource* center—-,ee Learning
circuiation transaction 113, 772 ! v . resource ‘tenter -
collection, 71, 174 e ~ library/media genter, 49, 55, 256 *
services, 95, 238 o o permissive attendance age S an 63, 257 -
: ? e * reporting-unit structure, 257 .
Reshe]ved Noncircuﬁated volumesw 113 112 226 «  student counts, 63, 258 .
. . _system, 1oca1,pub1ic,453, 257 -
Resourcegs) - - Tsystem, nonpublic. 53 257 - AT
o categories,,Personnel 82, 229 . term, 258 .
<~ -center, Learning, 54, 212 . e - year, 258 = - -

Collection, 71, 174, 176 . years comp]eted--see Educational attainment
distribution services. 95, 237 -
effectivehess, 127, 23¢ School- 11brary/media center
Financial, 76-78, 197' | definition, 49, 55, 256 4 -
naintenance service, Co]]ection 96, 241 target group, 62 63. 256
sharing--see Consartium, network and/or user group, 122 25¢
' cooperative endeavor :
3 o Score, 74 223 . . ) c
. Restricted funds, 98, 252 T ) ' . e o
. Search
° . transaction, Literature, 111, 206
&Selection dissemination of information,
Retirement of indebtedness, Funds for, 78, 199 ~ 112, 259 - ,

Restriction categories, Revenue 98 252

~

Retrieval--see Fu11 text retrieval transaction §earching and verification services. 96 240 .
and Search . . -

. ~Seating capacity, 87. 258
Revenue -

categories. Current-fund 98 181 ) Secondary’ sghecol N }
deferred, 77, 99,.199- . L+ Combined eleme tary-, 50, 255

restriction categories, 98, 252 definition, 49, 254

Rev1sions, C1assffication—-see "Reclassification Secretarial/cle {cal emp]oyee 83, 104,.?31 "

Security clear nce. status, g3, 265

: *Rural comnun‘lty———Pub'lic—libraryqn a,749. 245 - Security ser icesw Hea’lth and safety, 95, 243

)

A
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. -310- . e i
' < ¢ . - I \
: . _ | o
"See alse" reference; 181 C s
q T T ‘fﬁ , gefiniﬂon, 73, 232 . ) -
"See'~reference,.181 . . projector or(Mewer, 88, 192 " .
. A . ;
Selective dissemination of, information ' Sonnd recordfng--ﬁ_ K’udiodisc
. . activity, 112, 259 . - S “
B - search, %12,.259 Co K Source < ‘ o .
b ) ».servites, 95, 27% . : - of cou:pensation. 83, 228 :
T e ‘ w0 ‘ * % of derived catalaging, nz, 170. T >
Ve ’ 3 L. of funds--sée” Current-fund revenue - :
. - Semgster,. 56, 232 ‘ v, categories
) o . .~ Publister, 115,217 « |
Senior high school, 49, 254 ) o ' \
o o S special catalog . * : :
. Senior high school, jun‘l'or-, 49, 2.;%' o drfinition, 262 N N v
. O i - ; o rupic-of. 112, 269 : :
t ‘§er1a1(s) ! - . o
* authority Hst ‘or fﬂe, 116. ‘163 h Specla] cbﬂection, 1, 174
“control services, 96, 24¢ . '
) definition, 72, 218 T Specia] educaticn school for hand‘lcapped.
v T 1ist, 117, 168 . s 50, 255 D AN . L
. services, 72, 219--see also Subscr'lpt'lbn S _ : B
e ~ Spekial library .. -, \
Sexvice(s) * - "« definition,’ 263 ™
and household worker, 62, 246 - reporting=unit structuré, 53, 54. "264-66
‘ T - area, Public library, pr'imary. 54, 245 : target group, 63, 64, 265 - .
deen ‘ availability,s54, 260" user grovy, 122, ]23 266 ‘ 3
. . center, Part'lcipat‘lon in a b‘lb'liographm. : . ) .
. £+ 55, 179 : Specia] services, 95 237 . \
. N iCotributed (volunteer), ‘:99' 104, 105, ¥ AN
: i - . |employee, 104, 231 Specia] ‘use farﬂity, 87, 108. 255 -\
-/, s . hours, 54, 260 ) ‘ N
. hours, Infonnation.rﬂz.‘zw , . Spacialist AN
e . (1ibrary)==s rogranmatm activities . #library proféssiona], 83,._ 229
£ .0 - month, 81, 188 ° Subject, 83, 230 A
w0 s organ‘lzatwn. Specia] Hbrary fn 4 business . . , .-
S "\, or, 50, 263 . - Sbeech handi¢apped, 59, 82, 203
. outlet, 54,1260 . ‘ i o y . o
~ point, 54, 261 S y . Square feet
Supplies and, 99, 194 b i _* Assignable, ‘86, 108 162
. workers. Sa]es and._62. 246 e S _ Gross, 86, 162> &
: \ . of she1v1ng. Ass‘lgnab]e, 87, 262
Set. Fﬂmstnp or Hmstrip. 73, 221--s_ee_a1_so,
s Kit _ . : Stac o
. 2 o : . def‘ln‘lt’lon. 86 253 . 7
v o Sex, 59 81..121. 262 : : s maintenance serv1ces. 96, 241

/reading room, Open, 86, 253
She]ver, Page/student assistant 83 231,

, . Staff-,-see a1so.ﬁployee ‘and Personnel *
Sne]ving capacity, )87, 262 o oL competence,
I L . . morale, Work environment/. 127 234 -
S1mu]at10n materia'lv;' 73, 22‘3 o Sy ,
oo ‘ " Standard Library Ident‘lf'lcat‘lon Number,
[ Sing]e-campus inst‘ltution, 52, 159 . An{erican National Standards institute,
- : i ' 5 3 214 N
+“ ., single program occupa 1ona1/vocatiu-=‘ schoo] ‘ 3 ’ I
N Academic Tibrary inja, 49, 158 L . ‘Standard Metropo'litan Stat‘lstica1 Area--»» -
g -7 (SMSA), ,51. 215 .

/.Sing1e s1te organization, 53 265
Standing (cont%nuat'lon) order, 116,. Zc‘:‘ i

Single term, 56. 232 T .
\ g ! ) - \J sy ’ -

- ct ‘ «\" : C ) - .
. . . ¢ C . L.
R . . Lo L . N . .

. LA // ' : A e N
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. .} ¢ o PN 4 \\C .
. State v © > Tape : . :
4 Department of Educ‘tion, 53, 257 . Audio— 72, 280 - . oo :
" ‘education agency, 53, 257 : (IS duphcator, Audio-,88; 190 ' ‘
. . Tlibrary, 266--see also Special Hbr‘ary - recorder, Video~, 88, 191 -
/ maintained by and serving a sjate - Vméo- 73, 221 ¢ -
qovernment agency - S o :
1ibrary agsncy, 2. 245 . ) Teacher, Llassroon, 63 256

or terr'ltoria] o tro‘l 51, 22
T Technica] emp]oyeE, 83, 230
Stereograph 73, 222 S . : .
R e AR Technical schools, Vocationa., 49, 255--see

. Sto p s Sy also Academic Hbrary in a nsult'lprogran'
Bookmabite, 54, 261 , occuaptional/vocatirna] school and Académic
Med'lamobﬂe, 54, 281,‘- R . . library in a singlg program octupationa]/ /

e vocational ;chool T
¥ Snra o e >

; 0 1e<:t'lon, 0ff-site, 71, 174 i R ,Techn'lcal ser‘w‘lces, 56 2%9 o
Y‘ac'l.ity, Qff-site,.87, 253 i K R .

o ‘ Techn'lcian q o o 4
é 'Scr'lp-f'l‘lm--see Fﬂms_t\p qn fﬂmstr'lp sat ~ ’Library, 83, 230 .
) Media, 83, 230
Student " : . ' T‘] i ; ]
, 267 eleyisicn , 0 al, radio;
o atséf::tstgankcaganic, 61, 121, 160 - . 87\1 1c fagt]ity AUd visu _r d'lo
‘ counts, Schoo]A 63, 253 s, Lt é
- credit hours, cademic, 60 s
S Roadeic, a1, 131, oo Television receiver, 88, 192 .
: ma:jor prograr, Atademc, 61, 121'._ 60 Telewriter., 88, 192
, ) f
& ¢ ~ Term :
Yo Study facﬂ'lty, 8€, 2 ) , of appointment (personrel) 83, 228
’ . : - (schoo])--seejredom'lnrnt calendar system
) subject ' i
author1ty list or fﬂe, 116, 163 - . Terminal, Computer, 88, 191

.. . hoading, 267 7 . . . . -
* matter, Discipline/, 61, 74, 121, 185, 252  Territorial control, State or, 51 213 /

_\pec'la‘hst, 83. :.29
‘Text-retr{. jal-~see Fu]l text retrie«al

~

« tran':dctwn
Subscriptian. 115, 26?--see also Ser1als v .
, serv1cn . Three-d'lmensibr'a’l material 73, 222
Superint.ndent of Documents class1 fication, ~ Time -~ Lt . Ca : -
) . We, 72, g Lag, 111, 233—-see"‘also Transaction duration

- Person, 111, 234
Suupliea and -services, 99, I . P ) .
_' Timeliness, 127, 235 , -
'S_sppcrt :ervices Administrative serv'lces and Ct

. adm'lnistrat‘lve, 96, 241 R ‘ Title.’ 7, 74, 114', 2)17,5

- Supporting factlity, 87, 108, 253 Titles added, '114, 115,
Systm,.cl\,ass'lficatfon, 116, 172 : Titles removed 114 175
. - : T‘ o . Topic of b'lb]'lography or spec'lal cata]og,
©eED ' v 12, 268
“iargat group, | | Townshi
: P control--see Mun'lc*lpa]ity (1np1ud1ng
g‘éﬁﬂgolib;’éy" 60, 158 C townshiip and citﬂ_control -
;gg?}lfiggﬁgﬁ;aigﬁ' ggé 268 . Trade.list, Publishers and book, 250
’
“'Schoo? library, 62, 258 o
Special. 1ibrary, 63, 64, 265
~ ‘ v

o~ ¢ . 0
g .




Trade_br professional organization, Special
.1brary in a, 50, 263 ’
Transaction I b

- Borrowing (interlibrary loan), 113, 208

* . Bulk borrowing, 113, 1J7

Circilation, 74, 75, 113, 171
duration, 111, 233 .
Equipmant circulation, 113, 189
Full-text retrievai, 113, 200

Group, 111, 112, 205,~207 ° -
Lending,&interlibraryz1oan), 114, 208
Number of, 111, 233

Reference, 111, 205

renewal, 113, 251 .

Transfer-in, 98, 182

Transfer7qut,'100. 195

Transparency, Overhead, 73,221 )

Traseling 1ibrary; 269
Trimester, 56, 232
Tuition and fees, 98, 183

Two-year college, Academic library in a,
49, 158 -

Typical month, ZQi;

Typical week, 269

‘ } U
Unbound periodical, 72, 218
Unclassificd facility, 87, 255
Undergraduaté student, 61, 121, 160

‘Unexpended balance-<see Fund balance.

" Unfon catalog -

National, 117, 170

*  gation in a, 55, 180

or union list cooperative project, Particf- )

Unit, éhysical, n, 114,'1?5

Unrestrié%ed'ngvenue, 98, 252

Upper divis*op, 60,.1§Zm .

Urban communi€ys Public_1ibrary in a, 49, 244
. ; :

Use categorfes, Room, 86, 252

)

User ) .

““division, -Public library, 122,-247
_group, 121, 270 ¢ ’ '
{nformation area, 86, 253
measures, 234

utility, Participation in a bib]iographic;
. 85,,179 : .

Utilization (of the collection), 75, 177
v
value, Collection book, 71, 173 ’

Veri fication services, Searching and,

Vertical file
definition, 173 "
‘material, 72, 219

Video- .
disc, 73, 221~
-player, 88, 192
tape, 73, 221
tape recorder, 88, 191

Viewer . - -
Filmstrip projector or, 88, 192
Slide- projectar or, 88, 192

Visually handicapped, 59, 203

Vocational . a
school, Academic 1ibrary in 2 mul ti-program.-.
. occupational/, 49, 158
qschool, Academic library in a single pro-
gram occupational/, 49, 158
technical .school, 49, 255

, - Volume(s)

Mded, 117, 161
definition, 271
equivalency, .71, 271

~7:er§helved, Noncirculated, 113, 22§

Volunteer services, Contributed, 84, 99, 10&,
195 - ) -
W

Wages, Salaries and, 99, 194 '

Wet carre!, 87, 259
White, nonhispanic, 59, 81, 249
work environment/staff morale, 127, 23¢

Workers--see gmp1oyment'categories {of adult
population)
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Year enrol]ment._icﬁool grade or, 63, 258
Year of construction, 86, 166 ’

'Y0ung aduit se(vices,~247 : 3
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